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FOREWORD BY THE COUNCIL LEADER & CHIEF EXECUTIVE

We need to ensure that the council provides the best possible leadership for our residents and services for everyone. Council Members and Officers are personally committed to these principal outcomes. 

The Performance Management Framework is a key means to these ends; recognising not only the importance of performance management in itself, but also how imperative it is that individuals take responsibility for the decisions and actions which will make improvement possible.
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Councillor Danny Cook,

Leader
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Tony Goodwin,

Chief Executive


2 INTRODUCTION

The implementation of Tamworth Borough Council’s performance management framework (PMF) is part of a journey towards a performance culture at the authority; a journey which will support the achievement of efficiencies in everything the authority undertakes. 

It is not sufficient merely to collect and report performance data, however systematically; it needs to be the right data in the right format at the right time for the right purposes; and that data needs to be communicated such that decisions about any required changes can be made proactively at the most appropriate level of the organisation in a timely manner.

Most immediately, the PMF engenders effective performance management where: 

· Ownership is devolved, and yet at the same time
· Interdependencies of objectives are mapped and understood;
· There is a sound case for decisions and consequent actions, based on demonstrable facts and accurate information

The PMF commenced in July 2007. 
As guidance, this document provides a summary of the essential elements of the framework: what it is in principle, how it works and how the council can see whether it is working.

3 THE PERFORMANCE MANAGEMENT FRAMEWORK
2.1 What is the PMF?

The PMF is a strategic process which ensures that the various elements of the council’s performance assurance & control are planned and occur in a coherent & consistent manner for best benefit to all stakeholders.
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2.2 How does the PMF work?
The Performance Management Framework comprises activities in a continuous sequence of 24 month cycles, which commence every 12 months and hence overlap. The first 12 months of a cycle are concerned with defining the council’s vision, plans and budgets to commence April the next year and operate for the second 12 months of the cycle.
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PMF Cycles
To distinguish one cycle from another, animal names are used; e.g. April 2010 to March 2012 is the DOG cycle. April 2011 to March 2013 is the ELK cycle. In this way, the organisation can be clear about which cycle it is working within at any time.

Various participants and mechanisms are at work in each cycle’s activities. Specific participants are accountable for the activities and their outcomes – creating an accountability framework for the authority’s performance management.
2.3 The 24 Month Cycle
The PMF definition and operation activities occur at particular points during the 24 month cycle, with owners, as indicated in the tables below. 

2.3.1 Definition 
	PMF_ELK 01 Definition (April)
	Item Owner

	Review of previous year's performance
	Assistant Chief Executive

	Identify Members priorities for the April of next year (Manifesto)
	Leader

	Provisional business planning
	Corporate Directors. Deputy/Assistant Directors


	PMF_ELK 02 Definition (May)
	Item Owner

	Review of previous year's performance
	Assistant Chief Executive

	Democratic engagement (Election)
	Democratic Services Manager, Head of Performance & Corporate Relations

	Provisional business planning
	Corporate Directors. Deputy/Assistant Directors


	PMF_ELK 03 Definition (June)
	Item Owner

	Review of previous year's performance
	Assistant Chief Executive

	Budget / potential objectives consultation
	Director of Resources / Head of Performance & Corporate Relations

	Provisional business planning
	Corporate Directors. Deputy/Assistant Directors


	PMF_ELK 04 Definition (July)
	Item Owner

	Review of previous year's performance
	Assistant Chief Executive

	Budget / potential objectives consultation
	Director of Resources / Head of Performance & Corporate Relations

	Provisional business planning
	Corporate Directors. Deputy/Assistant Directors


	PMF_ELK 05 Definition (August)
	Item Owner

	Democratic engagement
	Democratic Services Manager, Head of Performance & Corporate Relations

	Budget / potential objectives consultation
	Director of Resources / Head of Performance & Corporate Relations

	Growth items / budget policy changes
	Corporate Directors

	Provisional business planning
	Corporate Directors. Deputy/Assistant Directors


	PMF_ELK 06 Definition (September)
	Item Owner

	Democratic engagement
	Democratic Services Manager, Head of Performance & Corporate Relations

	Budget / potential objectives consultation
	Director of Resources / Head of Performance & Corporate Relations

	Review/revise Vision & Corporate objectives
	Leader / Chief Executive

	Provisional business planning
	Corporate Directors. Deputy/Assistant Directors


	PMF_ELK 07 Definition (October)
	Item Owner

	Development of Corporate Plan (inc. Improvement Plan)
	Assistant Chief Executive

	Draft Corporate Plan and scorecard (commencing April) issued and published to councillors, managers, employees
	Assistant Chief Executive


	PMF_ELK 08 Definition (November)
	Item Owner

	Departmental strategic business planning for April of next year
	Corporate Directors / Deputy/Assistant Directors


	PMF_ELK 09 Definition (December)
	Item Owner

	Budget & medium term financial strategy
	Director of Resources


	PMF_ELK 10 Definition (January)
	Item Owner

	Detailed departmental planning from budget allocations
	Deputy/Assistant Directors

	PDRs (CMT)
	Assistant Chief Executive


	PMF_ELK 11 Definition (February)
	Item Owner

	Detailed departmental planning from budget allocations
	Deputy/Assistant Directors

	PDRs (DD/AD)
	Assistant Chief Executive

	Budget before Full Council
	Corporate Director - Resources


	PMF_ELK 12 Definition (March)
	Item Owner

	Detailed departmental planning from budget allocations
	Deputy/Assistant Directors

	PDRs (All)
	Assistant Chief Executive

	Finalised Corporate Plan & Business Plans active on Covalent system
	Head of Performance & Corporate Relations


2.3.2 Operation

	PMF_DOG 13 Operation (April)
	Item Owner

	Annual Review development (using review of past year’s performance)
	Head of Performance & Corporate Relations

	Democratic engagement
	Democratic Services Manager, Head of Performance & Corporate Relations

	Public/stakeholder consultation
	Head of Performance & Corporate Relations

	Customer Insight gathering/analysis
	Heads of Performance & Corporate Relations and Customer Services

	Monthly performance reviews
	Assistant Chief Executive

	Financial forecasts
	Resources Director

	Communication of progress
	Head of Performance & Corporate Relations

	Accounts closed
	Director of Resources

	Performance Indicator results for previous year collected
	Head of Performance & Corporate Relations


	PMF_DOG 14 Operation (May)
	Item Owner

	Annual Review development
	Head of Performance & Corporate Relations

	Publication of Corporate Plan
	Assistant Chief Executive

	Democratic engagement
	Democratic Services Manager, Head of Performance & Corporate Relations

	Public/stakeholder consultation
	Head of Performance & Corporate Relations

	Customer Insight gathering/analysis
	Heads of Performance & Corporate Relations and Customer Services

	Monthly performance reviews
	Assistant Chief Executive

	Financial forecasts
	Director of Resources

	Accounts closed
	Director of Resources

	Training and Development programme agreed
	Assistant Chief Executive

	Communication of progress
	Head of Performance & Corporate Relations

	Performance Indicator results for previous year collected
	Head of Performance & Corporate Relations


	PMF_DOG 15 Operation (June)
	Item Owner

	Annual Review development
	Head of Performance & Corporate Relations

	Democratic engagement
	Democratic Services Manager, Head of Performance & Corporate Relations

	Public/stakeholder consultation
	Head of Performance & Corporate Relations

	Customer Insight gathering/analysis
	Heads of Performance & Corporate Relations and Customer Services

	Monthly performance reviews
	Assistant Chief Executive

	Financial performance review
	Director of Resources

	Financial forecasts
	Director of Resources

	Communication of progress
	Head of Performance & Corporate Relations

	Performance Indicator results for previous year collected
	Head of Performance & Corporate Relations


	PMF_DOG 16 Operation (July)
	Item Owner

	Annual Review development
	Head of Performance & Corporate Relations

	Public/stakeholder consultation
	Head of Performance & Corporate Relations

	Customer Insight gathering/analysis
	Heads of Performance & Corporate Relations and Customer Services

	Monthly performance reviews
	Assistant Chief Executive

	Financial performance review
	Director of Resources

	Financial forecasts
	Director of Resources

	Communication of progress
	Head of Performance & Corporate Relations


	PMF_DOG 17 Operation (August)
	Item Owner

	Annual Review development / approval
	Head of Performance & Corporate Relations

	Public/stakeholder consultation
	Head of Performance & Corporate Relations

	Customer Insight gathering/analysis
	Heads of Performance & Corporate Relations and Customer Services

	Monthly performance reviews
	Assistant Chief Executive

	Financial forecasts
	Director of Resources

	Communication of progress
	Head of Performance & Corporate Relations


	PMF_DOG 18 Operation (September)
	Item Owner

	Annual Review at Full Council
	Assistant Chief Executive

	Public/stakeholder consultation
	Head of Performance & Corporate Relations

	Customer Insight gathering/analysis
	Heads of Performance & Corporate Relations and Customer Services

	Monthly performance reviews
	Assistant Chief Executive

	Financial forecasts
	Director of Resources

	Communication of progress
	Head of Performance & Corporate Relations


	PMF_DOG 19 Operation (October)
	Item Owner

	Annual Report published (if not September)
	Head of Performance & Corporate Relations

	Public/stakeholder consultation
	Head of Performance & Corporate Relations

	Customer Insight gathering/analysis
	Heads of Performance & Corporate Relations and Customer Services

	Monthly performance reviews
	Assistant Chief Executive

	Financial forecasts
	Director of Resources

	Communication of progress
	Head of Performance & Corporate Relations


	PMF_DOG 20 Operation (November)
	Item Owner

	Public/stakeholder consultation
	Head of Performance & Corporate Relations

	Customer Insight gathering/analysis
	Heads of Performance & Corporate Relations and Customer Services

	Monthly performance reviews
	Assistant Chief Executive

	Financial forecasts
	Director of Resources

	Communication of progress
	Head of Performance & Corporate Relations


	PMF_DOG 21 Operation (December)
	Item Owner

	Public/stakeholder consultation
	Head of Performance & Corporate Relations

	Customer Insight gathering/analysis
	Heads of Performance & Corporate Relations and Customer Services

	Monthly performance reviews
	Assistant Chief Executive

	Financial forecasts
	Director of Resources

	Communication of progress
	Head of Performance & Corporate Relations


	PMF_DOG 22 Operation (January)
	Item Owner

	Democratic engagement
	Democratic Services Manager, Head of Performance & Corporate Relations

	Public/stakeholder consultation
	Head of Performance & Corporate Relations

	Customer Insight gathering/analysis
	Heads of Performance & Corporate Relations and Customer Services

	Council tax leaflet (33%)
	Director of Resources

	Monthly performance reviews
	Assistant Chief Executive

	Financial forecasts
	Director of Resources

	Communication of progress
	Head of Performance & Corporate Relations


	PMF_DOG 23 Operation (February)
	Item Owner

	Democratic engagement
	Democratic Services Manager, Head of Performance & Corporate Relations

	Public/stakeholder consultation
	Head of Performance & Corporate Relations

	Customer Insight gathering/analysis
	Heads of Performance & Corporate Relations and Customer Services

	Council tax leaflet (67%)
	Director of Resources

	Monthly performance reviews
	Assistant Chief Executive

	Financial forecasts
	Director of Resources

	Communication of progress
	Head of Performance & Corporate Relations


	PMF_DOG 24 Operation (March)
	Item Owner

	Democratic engagement
	Democratic Services Manager, Head of Performance & Corporate Relations

	Public/stakeholder consultation
	Head of Performance & Corporate Relations

	Customer Insight gathering/analysis
	Heads of Performance & Corporate Relations and Customer Services

	Council tax leaflet (100%)
	Director of Resources

	Monthly performance reviews
	Assistant Chief Executive

	Financial forecasts
	Director of Resources

	Communication of progress
	Head of Performance & Corporate Relations


2.4 Accountability Framework

	BODY
	ACCOUNTABLE FOR
	ACCOUNTABLE TO

	Local Strategic Partnership

(Tamworth Together)
	Delivery of the Sustainable Community Strategy 
	Central Government (through borough council)

	Tamworth Borough Council (Full Council)
	State of Borough Debate
	Borough residents

	Cabinet
	Council Vision, Priorities & Resources
	Borough residents

	Scrutiny Committees
	Scrutiny of Council decisions & actions
	Borough residents

	Regulatory Committees
	Specific regulations (e.g. Planning & Licensing consents)
	Borough residents / Central Government

	Corporate Management Team
	Corporate Plan & Summary Performance against its objectives
	Members & Borough residents

	
	Corporate Communications
	Members & Employees

	Directorate Management Teams
	Business Plan & Summary Performance against its objectives
	Members, Director, Corporate Management Team, Borough residents

	
	Directorate communications
	Directorate employees

	Service Units (Managers)
	Service Plan & detailed performance against its objectives
	Directorate Management Team, service users

	
	Service level communications
	Service users, employees

	Managers
	Personal Development Reviews
	Supervising director/manager,  employees

	
	Staff communications
	Supervising director/manager,  employees

	All Employees
	Personal performance & contribution to corporate priorities
	Supervising member/director/manager, service users


2.5 Constituent Parts of the PMF – see Appendix 1

2.6 Participants and other Mechanisms in the PMF Process – see Appendix 2
4 MONITORING OF PMF ACTIVITIES
The agreed schedule for PMF activities is maintained on the Covalent Performance Management System. 
Completion of the constituent parts of the PMF during each 24 month cycle is reported to CMT monthly using a bespoke report on Covalent.

5 IMPROVEMENT OF PMF

The effectiveness of the PMF itself is assessed annually by the Corporate Management Team. This can be done with reference to the PMF’s objectives, that:

· Ownership is devolved, and yet at the same time

· Interdependencies of objectives are mapped and understood;

· Decisions are based on facts, and consequently

· Actions are changed through use of information

The purpose, process, structure and contents of the PMF will similarly be subject to annual review by Corporate Management Team, and so the PMF can be developed over time.
APPENDIX 1 – CONSTITUENT PARTS OF PMF
The principal parts of the PMF which occur within each cycle are detailed below. 

1.1 Review of previous year's performance

Contained within the Corporate Plan and Annual Review.
1.2 Democratic engagement

Democratic engagement explores how to strengthen relations and dialogue between the council, representatives and citizens and how to harness new ways of engaging. It includes:
· Public attendance at council and committee meetings

· Questions asked at council and scrutiny committees.  Available at all ordinary meetings approximately every 6 weeks. 
· Representation at meetings through local councillor

· Access to committee reports and background papers and minutes of meetings.  (Via Internet or through Democratic Services)

· The right of members of the public to consultation on major decisions and decisions affecting their community

· Statutory and non-statutory consultation 

· Councillors’ surgeries
· Council representation on outside bodies

· Two-way process.  Approximately 30 outside bodies – a review of these is to be undertaken shortly. 
· Voter turnout at local elections 

· Municipal elections occur every 3 years out of 4. Parliamentary and European elections occur as and when. 
· Council and public attendance at PACT (Police & Communities Together)  meetings; community associations;  residents’ groups

· Devolution of decision-making

· Membership of local political groups

· Targeting specific areas of the community for views (geographically;  sociologically;  hard to reach groups)
· Citizens Panels
· Area/Ward committees
· User panels
· Pro-active use of the media
· E-democracy 
· E-Panels (to be developed)
· E-Petitions

· Councillors’ Web Pages/blogs
1.3 Public Consultation on Objectives

Seeking stakeholder views on the council’s corporate objectives. 

This could be in the form of consultation on proposed objectives or progress towards objectives or engagement of stakeholders in the development of objectives.

The Local Government & Public Involvement in Health Act 2007 introduced increased duties on local authorities to involve citizens and stakeholders in meaningful engagement on objectives and service delivery
Stakeholder consultation should be an integral part of strategic and operational planning processes to ensure that the direction taken by the authority is meeting identified local needs.
Consultation takes many forms, with the majority occurring within individual services. The council undertakes an annual budget consultation and consultation, as part of the annual engagement with residents performed by Cabinet, Tamworth Listens. Additionally, the council surveys residents about the perceptions of the outcomes of services offered within the council’s area, but not necessarily directly provided by the council; the place survey.
1.4 Budget consultation

There are consultation processes feeding into the budget and medium term financial strategy for General Fund, the Housing Revenue Account and the Capital Programme. 
Legislation requires that Councils carry out consultation about the budget with key stakeholders.

The Constitution requires the Cabinet to publish initial proposals for the budget for the Scrutiny Committees to consider, having first canvassed the views of local stakeholders. Details of the consultation process also have to be made available on the Council’s web page and published in the press.
The consultation process includes:

· Specialist Group partnerships / consultations (Focus group meetings and questionnaires);

· An Internet questionnaire.


The consultees are to be asked to respond in the following areas:

a) To comment on proposed level of Council Tax increase;

b) In light of limited funding (Government Grant), demands of central & local initiatives and constraints on council tax increases (due to Government capping controls), what would be consultees priorities for service delivery in view of funding pressures and could they identify improvements and areas for targeted savings;

c) To rank the Council’s Corporate Priorities 

d) To provide views on inflationary increases in car parking and other fees & charges;

e) Issues around the draft budget implications of proposed policy changes and Government legislation with options on their preferences.

Consultation about the Housing Revenue Account will be focused around information supplied from tenant’s federation/focus groups. 

The key dates / milestones are as follows:

	Activity
	Deadline

	Agreement of the consultation process by Cabinet
	August

	Feedback from existing consultation exercises (financial issues)
	August 

	Consultation events (including multiagency and locality surgeries)
	August /

September 

	State of Tamworth Debate


	September 

	Draft Top Level Budget Review – Incorporating consultation & policy changes / technical Adjustments – budget impact ; for Consultation
	September

	Production of draft report on the budget and medium term financial plan following feedback on policy changes and phase one of the consultation.
	Mid October

	Focus groups, website & press coverage including issues around proposed policy changes and impact of government legislation
	September/ October 

	Consultation feedback reports received
	October 

	Consultation feedback reported to CMT / BRG and Cabinet 
	October /

November 

	Draft budget report to Joint Scrutiny Committee
	December 

	Draft Final budget reports considered by Cabinet for recommendation to the Joint Scrutiny Committee.
	January


Specific budget consultation involves Members (Scrutiny Committees), Trade Unions, the Business & Voluntary Sectors, the Public and Council Housing Tenants. 

1.5 Vision & Corporate Priorities
Each year, the Executive Management Team consider the results of ongoing democratic engagement, budget consultation and other public consultation activity, and establish whether the council’s vision for its corporate offering is appropriate. If necessary, the vision will be amended at this point. 

The vision is usually focused at a point several years into the future. Shorter term priorities and objectives are also established to support attainment of this. 

Changes to the council’s vision and priorities are ratified by Full Council as part of the Corporate Plan.

1.6 Corporate Plan & Improvement Plan
The Corporate Plan describes in high level terms what the authority intends for the coming period (typically 1, 3, 5 years or longer) and how it will accomplish this. It comprises statutory and regulatory obligations as well as other local issues.

The Corporate Plan begins with a Vision for the future and a number of Priorities, broken down by Corporate Objectives. 
Additionally, the Corporate Plan has underpinning themes – which serve as guiding values for the authority’s activities.
In turn, each Corporate Objective and Theme is achieved by completing significant tasks and measured by performance indicators (primary and secondary)
Particular improvements may be managed through specific improvement action plans, but these are regarded as part of the whole Corporate Plan rather than something separate.
1.7 Directorate Business Plans and Performance Scorecard
Directorate Business plans are integral to the Corporate Plan. They recognise outputs and the actions needed to produce them, and associated performance indicators. They also recognise the outcomes which these activities are contributing to. They are bound together in a consistent format through a standard performance scorecard template - suitable for the conversion to COVALENT - which shows how each directorate’s business plan contributes to the Corporate Priorities. 
Directorate business plans likewise have plans for improvement within them. 
1.8 Business Plans and the Single Equalities Scheme

All business plans will contain targets to help achieve the Corporate Diversity & Equalities Action Plan aligned to the council’s Single Equalities Scheme.

1.9 Service Plans
Each section of the organisation should have its own service plan or be reflected in the plan of an overarching section. Each service plan should be managed on the performance management system, COVALENT.
1.10 Provisional Items for Business & Service Plans

As part of the definition phase of the PMF cycle, managers can identify provisional outcomes and activities for the following year of operation. The identification of growth items and budget policy changes required by end of August facilitates much of this. But there are also items which may have no budget implication and should still be reflected in the next year’s business plans. 
All such proposals should be captured on Covalent in a Provisional business plan document for CMT attention. Once approved, they are then made active within the formal business plan when that commences the following April.
1.11 Risk Management

Risk management is part of the corporate/business planning process. Risk plans are created on the corporate risk management system (COVALENT) and monitored as part of normal performance management.
1.12 Budget and Medium Term Financial Strategy

Budgets are required to plan for forthcoming activities in meeting the objectives of the Council as a whole. Legally, the Council is required to set its budget and the associated Council Tax by 11th March each year. Typically, such budgets support business plans for the coming 12 months.
The budget represents the council’s plans in financial terms and acts as a method of measuring performance against the achievement of these objectives.

The budgets for the next financial year are compiled in the ‘budget process’ that runs mainly from September to March each year (some preparatory work / forecasts are prepared from June/July).

Day to day responsibility for setting budgets and financial performance monitoring may be delegated to appropriate line managers/senior officers, as appropriate.

A brief summary of the stages involved in the budget process are as follows:

· Review / Formulation of Budget Process

Following a review of the previous year’s process, the outline process to be followed is formulated / agreed by the Budget Review Group (BRG) and Cabinet.

· Consideration of Policy Changes

Planned changes to services (provisionally approved during the previous budget process) are issued for confirmation. Budget Managers are also required to consider the need for any new growth items and targets for budget savings. They will be aware of the objectives of the Council as a whole within the Corporate Plan and should therefore be looking to incorporate changes or additions into their future plans.

· Capital Programme

Managers are asked to review provisionally approved schemes (within the 5 year capital programme) and submit new / revised capital appraisal forms for consideration, and prioritisation within available resources, by BRG.

· Budget Consultation

BRG / Cabinet consider and approve the consultation programme which will inform the forthcoming budget discussions/decisions. Consultation usually involves Members (Scrutiny Committees), Trade Unions, the Business and Voluntary Sectors, the Public and council housing tenants.

· Formulation of Budget Forecast & Base Budgets

Managers should identify any minor changes in expenditure or income or highlight other areas of concern with the Directorate Accountant prior to the finalisation of the base budget working papers. Regular review / monitoring during the year assists in this process.

· Compilation of Overall budget figures
Once all the budget working papers have been prepared, an overall net expenditure figure for the Council can be assessed in terms of affordability and whether funding for these levels of expenditure is available.  It may be that Managers would be required to identify savings in their budgets, dependant on guidance from Senior Managers and Members.

· Final budget Approved by the Council in February
The final budgets are approved by Members at the Cabinet meeting, usually in February.  No further amendments can be made after this point.  The full Council approves the budget at its meeting in February.

1.13 Detailed Service Planning from Budget Allocations

Once the Corporate Plan is established and headline annual budget allocations to each service have been allocated, (typically by calendar year end) the services can plan in more detail. 

1.14 Training and Development Programme

1.14.1 Member development
The Council is operating in a constantly changing environment, requiring Elected Members and a workforce that is flexible and responsive to change.  The Government’s Modernisation agenda presents us with an extremely challenging and demanding programme. 

It broadly outlines details of the skills and knowledge councillors need to perform their different roles and provides an indication of how they may carry them out effectively.  It is not intended to be exhaustive or prescriptive but provides a prompt for both new and existing Members to identify areas where they may need support.

All members can use the programme, either

· Individually for personal reflection or their own needs;

· By member teams to identify what might be useful for a committee or interest group; or

· With support from officers to prioritise training and development needs.

It is also designed so that Officers can use it as a basis for training needs analysis (a way of identifying the development needs of individuals) with the creation of personal development plans.

1.14.2 Officer development

Personal Development Reviews (PDRs) are an essential way to formally review an individual’s progress in their job role on a regular basis.  They provides the opportunity to discuss progress made over the review period, to set work objectives for the next year and most importantly to identify, discuss and mutually agree areas for development to enable the employee to achieve their objectives.

PDRs form the vital link between an individual and the achievement of team, directorate and corporate priorities, outcomes and objectives.  The process ensures that each employee has a clear understanding of how his or her role fits into the organisation as a whole and emphasises that they play an important part in ensuring that these objectives are met.  The process also contributes to successful implementation of key strategies throughout the Council. 

1.15 Financial Performance Review

There is a detailed review of the final financial outturn position each year (during the final stages of the annual statement of accounts closedown process – June/July) in order to determine whether there are any implications for the budget setting process. These are summarised and presented to CMT / Members.
An exception report is presented to CMT/Members in August. It is used to highlight the significant items which either may require a proposed policy change or may impact on the medium term financial strategy - the selection criteria is an outturn variance of +/- £5K, excluding recharges and capital charges.
1.16 Council Tax Leaflet

The Council has a statutory requirement to publish specified information to local stakeholders and the wider community with its Council Tax demands. Thus the council uses its council tax leaflet to communicate its budget, council tax and other statutorily required information from Tamworth Borough Council, Staffordshire County Council, Staffordshire Police and the Stoke-on-Trent & Staffordshire Fire & Rescue Authority.
· A working group, with representatives from all relevant authorities, meets to consider the issues involved and lead the project.

· The specified information is prepared in February using the draft budget proposals and confirmed when the budget is approved by Council in February each year.

· A copy of the draft leaflet is presented to CMT for approval in February each year.

· Staffordshire County Council compile and print the joint leaflet to our specification using the information supplied (approx. 30,000 leaflets are printed).

· The leaflets are distributed with the annual Council Tax demand notices in March each year.
1.17 Statement of Accounts
One of the main ways a local authority communicates its financial performance to local stakeholders and the wider community is through its published financial statements.

The Council has a Statutory requirement to prepare auditable accounts - the Accounts and Audit Regulations 2003 require that the statement of accounts be approved by Council by 30th June each year.
The Statement of Accounts is presented to Cabinet in early/mid June for endorsement for it to be presented to a full Council meeting in late June.
1.18 Budget Carry Forward Exercise

At the end of each financial year, revenue reserves may be established to carry forward unused budget funding from one year to the next. As part of the normal procedures budget managers are requested to complete reserve requests – subject to laid down rules contained within the Revenue Reserves Policy.
As part of the normal year end procedures, budget managers are requested to give consideration to the creation of Temporary Reserves that may be required at 31st March.
1.19 Financial Forecasts
Financial forecasts are arrangements the Council has for monitoring performance against budgets, taking corrective action where appropriate, and reporting the results to senior officers and members.

A detailed review of the monthly spend, commitments and accruals to the budget position is carried out each month in order to ensure robust budget management and highlight significant/material issues to Management / Members.

A projected outturn for the financial year for each service is also prepared which enables a forecast of year end balances for the General Fund, HRA & capital slippage/re-profiling.
An exception report is used to highlight the significant items which may require action.
Accurate financial monitoring reports are prepared for all budget holders within 5 working days of the month end – including information on profiled budgets, year to date spend, accruals and commitments
Budget monitoring is:

· Predictive - as for each monthly report a projected outturn for the year together with year end balances forecasts are prepared;

· Prepared on an exception basis, highlighting significant variances for consideration/scrutiny;

· Reported alongside operational performance indicators within the monthly financial performance monitoring report;
· Informed by the Risk assessment requirements of the Risk Management strategy
1.20 Performance Indicators

The council maintains a standard set of national indicators and local indicators on the Covalent system. These performance measures contribute to our understanding of our corporate health, success as a community leader and as a service provider in the area.
1.21 Annual Review
It is good practice to publish the council’s performance results and intentions. An Annual Review is produced bespoke to the council’s requirements.
1.22 Public/Stakeholder Consultation

The Local Government & Public Involvement in Health Act 2007 introduced increased duties on local authorities to involve citizens and stakeholders in meaningful engagement on objectives and service delivery. 

Stakeholder consultation should be an integral part of strategic and operational planning processes to ensure that the direction taken by the authority is meeting identified local needs.

Engagement/consultation is often more effective when there is a specific objective or information goal to be achieved.

In addition to budget consultation and democratic engagement activities, consultation happens throughout the year with the public and stakeholders. There are a large number of formal and informal engagement/consultation routes e.g. focus groups, surveys and questionnaires, public meetings, outreach projects etc. This consultation is usually sponsored by departments – perhaps testing the market for a new or changed offering; informing the public about services and future plans, policies and services; seeking views on policies and services. It also involves participation and partnership where issues and needs are jointly discussed and assessed and joint or devolved decisions made.
1.23 Customer Insight 

Information about our customers is important to our decision making. A co-ordinated approach to such information gathering and analysis is being developed.
1.24 Community Empowerment

The council has adopted a framework for community engagement which respects a spectrum of activities: 

	LOW  > > > > > > > > > > > > > > > > Empowerment > > > > > > >  > > > > > > > > > HIGH



	Information Giving
	Consultation
	Community Involvement
	Capacity-Building
	Collaboration

	Central to all levels of Engagement.
	Asking for views and opinions to identify key local issues or decide on a course of action


	Involving people in the decision-making process
	Enabling groups and individuals to become involved in projects
	Working closely together in partnership – sharing rewards and responsibility



	E.G. Newsletter, leaflet, website
	E.G. questionnaire, survey
	E.G. a public meeting
	E.G. through learning, skills and administrative support
	E.G. ‘bending’ resources to deliver locally agreed plans

	LOW      > > > > > > >  Need for Support and Community Development  > > > > > > > > >      HIGH 




1.25 Personal Development Reviews (PDRs)
Once the Corporate Plan is (re)established in December, CMT should have their PDR with Cabinet. Successive cascades of PDRs should follow, with all staff having their PDR by the following April. 

Interim PDRs should then follow, helping line managers to supervise progress.

1.26 Performance Reviews

1.26.1 Quarterly Healthcheck & Monthly Performance Review
Each month, business and service plan performance against the corporate plan’s secondary indicators and other (management) indicators are reviewed by directorate management teams. Issues are addressed or escalated to corporate management team.

Corporate management team reviews any escalations as well as performance against the primary indicators of the corporate plan and take whatever remedial actions as necessary.

A performance health check is then reported to Cabinet quarterly. The report includes performance against the Corporate Plan, risks and financial matters.

Cabinet present their response to this in their public meetings.

1.26.2 Actions & Performance Indicators within the Business Plan

By use of the performance scorecard template, all significant actions and indicators in business plans are documented on the COVALENT performance management system.
Using COVALENT, they can be appropriately assigned, administrated and supervised. 
1.26.3 Risk Management
As with actions and indicators, risks are assigned, administrated and supervised on the Covalent system, from which monitoring reports can be generated.
1.26.4 Business Plan Reports

A number of styles of report can be produced from the COVALENT system. Each of these can then be edited by other products such as MS Word and embedded elsewhere without the need for recreation of raw data.

1.27 Communication of Progress

Information should be provided to identified stakeholder groups on progress towards targets (short term communication) and the corporate objectives and vision (medium to long term communication). 

Such communication forms part of our accountability to stakeholders. It helps demonstrate the added value of policies and services delivered by the council and its key role as a place shaper for the local area. It can increase levels of support for policies and services and increase levels of stakeholder engagement and involvement.

APPENDIX 2 – PARTICIPANTS AND OTHER MECHANISMS IN THE PMF PROCESS

While the 24 month schedule described above is useful for PMF monitoring purposes, it should be remembered that the successful operation of the PMF depends upon people, systems and processes. It is people’s actions and decisions which produce the outputs and outcomes  monitored throughout the PMF cycle. The roles of these participants and other mechanisms need to be understood. 

2.1 Tamworth Strategic Partnership

Tamworth’s Strategic Partnership (TSP) brings together at a local level the different parts of the public, private, community and voluntary sectors; allowing different initiatives and services to support one another so that they can work together more effectively.
2.2 Full Council

· Council consists of all 30 members and is responsible for the functions outlined in Article 4 of the Council’s Constitution.  Broadly these include the Policy Framework;  the Budget;  Housing Land Transfer and other constitutional matters and political management arrangements.

· Annual meeting held in May to appoint the Mayor and Leader

· Ordinary and Extraordinary meetings to conduct business as required by the Constitution.  Ordinary meetings held approximately every 6 weeks) 

· State of Tamworth debate meeting as required by the Constitution.  Held in September each year. 

· Single Issue debate meetings as required by the Council Constitution

2.3 Cabinet
· Consists of Leader and 4 Portfolio holders (currently Community Cohesion, Economic Development & Enterprise, Public Health & Wellbeing, Quality of Life & Corporate Governance). The members do not have to represent the balance of political parties in the Council.

· Carries out all of the local authority’s functions which are not the responsibility of any other part of the council.  The Executive is able to make day-to-day decisions as long as these are in line with the Council's budget and policies. If it wishes to make a decision which is outside the budget or policy framework, this must be referred to the full council.

· All decisions taken by the Cabinet (or Executive) are open to scrutiny and call-in by the Council’s scrutiny committees)  Some decisions that are urgent or are included in the Scheme of Delegation may be taken by officers in consultation with the relevant portfolio holder

· Meetings are held every 3 weeks

2.4 Scrutiny Committees

The council has 2 Scrutiny Committees: Corporate and Community & Wellbeing.
Each committee meets every 6 weeks (approximately) in the evening.

The committees:

· Review and scrutinise decisions made by Cabinet in connection with the discharge of any council function

· Report and recommend to full Council and Cabinet and or any policy, joint or area committee in connection with the discharge of any functions

· Consider any matter affecting the borough

· Exercise the right to call in for reconsideration decisions made but not yet implemented by Cabinet and or any policy or area committee

2.5 Other Member Committees

· Planning

· Standards

· Audit & Governance

· Appointments & Staffing

· Chief Officer Conduct

· Cabinet (Grants) Sub

2.6 Executive Management Team & Budget Review Group

In 2007, Cabinet & Corporate Management Team established themselves as one, strategic decision making body for the authority, the Executive Management Team (EMT). It decides the vision and corporate priorities for the authority which will be developed by officers into the Corporate Plan.

The Budget Review Group (BRG) is an informal sitting of the EMT, used to clarify budgetary matters before entering the formal (public) area of Cabinet.
2.7 Corporate Management Team
The Corporate Management Team is the governing officer team of the authority, comprising all Corporate Directors, Deputy & Assistant Directors. It oversees the performance of the authority against the corporate plan and decides items to go forward for consideration by Cabinet.

2.8 Directorate Management Teams
Deputy/Assistant Directors (or their equivalents) meet as a management team in each directorate. They establish service plans to enable operational management of their parts of the corporate plan and oversee the performance against the corporate plan through these. They decide items to go forward for consideration by CMT.
2.9 Internal Audit

Internal Audit is an assurance function that primarily provides an independent and objective opinion to the organisation on the control environment comprising risk management, control and governance by evaluating its effectiveness in achieving the organisation’s objectives.  It objectively examines, evaluates and reports on the adequacy of the control environment as a contribution to the proper, economic, efficient and effective use of resources.  
2.10 Value for Money Working Group

The Value for Money Working Group was established with the remit to embed a culture of value for money throughout the Council, and to share best practice between service areas.  The group co-ordinates work undertaken on benchmarking and procurement, and assists with the compilation of annual efficiency/NI 179 returns and the Use of Resources assessments.  It has Corporate Management Team representation in the Corporate Director Resources, and includes members of staff from all areas of the Authority.
2.11 Diversity & Equalities Group

An officer group established to help the council respond to the requirements of the Local Government Equality Standard Framework, and (according to its strapline) ‘mak[e] equality real in in Tamworth’. The Group is supported by 2 elected Member representatives. It meets monthly.
2.12 Council Employees and Case Studies
As indicated in the accountability framework, council employees, either as individuals or as team members have an important part to play in the PMF.

· Individuals and their teams are accountable to service users and can influence the performance of the council at any time (typically through discussions with immediate management) by suggesting, for example, improved working practices, more appropriate measurements, etc.  

· The Personal Development Review (PDR) process makes explicit two-way links between an individual’s activity and Corporate Priorities
· The Council encourages employees to record case studies of activities. These case studies can be used to evidence the council’s performance against all manner of assessments, and are useful to help share experiences and learning.
2.13 Steps to Success – approach to projects

'Steps to Success' is the Council's approved approach to projects which can accommodate the likely reality that the experience in project activities of those involved varies from none at all to expert.
The approach should be adopted by all projects at Tamworth. It comprises five flexible steps which turn someone’s ‘good idea’ into purposeful action. The steps are:

1. Mandate; 

2. Terms of Reference; 

3. Plan, Resources & Management; 

4. Implementation; 

5. Closure & Review

2.14 Assessments
The Council actively engages in processes of external and internal assessment as part of its approach to improvement. The nature of external assessment is currently being redefined by the Coalition Governement.
2.14.1 Service Inspections

Although the Best Value requirement to inspect services has ceased, discrete service inspections, such as of the Strategic Housing function, continue.

The scope of these inspections, however, extends well beyond the individual service; acknowledging the interdependence of services and the corporate body. A corporate rather than a merely service based response to the inspections is required – As such, service inspections are of interest and benefit to the entire authority.

2.14.2 Annual Audit & Inspection Letter

The council’s external auditors, the Audit Commission, publish a summary report of the council’s performance in December each year. In essence, it is a report on our performance management framework and its outputs. Key contents are 

· A report of any external assessment

· Fulfilment of statutory requirements 
· The council’s adjudged ‘direction of travel’

· The council’s financial performance – its value for money self assessment and a judgement on ‘use of resources’

2.15 Forward Plan

The Council's Forward Plan consists of all of the key decisions the Cabinet (and in certain cases the Council) intends to take during the 4 month period specified on the Plan.  It also contains all decisions Cabinet intends to take whether key or not.
It is a statutory document published every month with any outstanding matters contained in the previous Forward Plan being included in the latest Forward Plan.
All key decisions expected to be made by Cabinet must also contain details of consultations proposed to be carried out and a list of documents/background papers that have been relied upon in producing the report.
Full details of the Forward Plan must be published annually in a newspaper circulating in the area of the council.

2.16 Performance Management System
In September 2006, the Council introduced an externally hosted, web-based performance management system, called Covalent.

Covalent strengthens the implementation of the performance management framework by enabling efficient monitoring of progress against corporate priorities.

Covalent acts as a single repository for all performance information such as priorities, outcomes, objectives, performance indicators, risks and business plans.  This allows for improvement, efficiency and consistency in performance monitoring and reporting.

COVALENT enables the creation, monitoring and reporting of Performance Indicators, Actions (with sub actions and milestones) and risk registers.  
The performance information stored in Covalent can be viewed by everyone in the Council (the system does allow for restriction on what can be viewed where confidentiality is an issue).  This allows for improved transparency in performance monitoring.
Certain information on Covalent can also be made available for viewing via the internet. The Council’s use of this feature is unique amongst the Covalent community, despite it being viewed positively by auditors and stakeholders.

APPENDIX 3 – PERFORMANCE MANAGEMENT SYSTEM
3.1 Performance scorecard template
Available on the council’s intranet for officer and member use.
APPENDIX 4 – RISK MANAGEMENT OF PERFORMANCE MANAGEMENT FRAMEWORK

The risk register for the PMF is available on Covalent and subject to periodic review.
DOCUMENT CONTROL
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All sections reviewed
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All sections reviewed
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For the latest version of this document, please refer to the internet: http://www.tamworth.gov.uk/council_and_democracy/performance.aspx
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