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1. Background

This project arose from the need to implement the recommendations made by central government on a National Pay and Workforce Strategy developed by ODPM and EO. 

2. Project Objectives and Scope

2.1
Objectives

To develop and implement a Pay and Workforce Strategy in accordance with the National Pay and Workforce Strategy developed by ODPM and EO. 

The project will not simply be about achieving compliance with the national agreement but also about ensuring that we have the right numbers of people in the right place with the right skills, being motivated and rewarded appropriately in order to deliver improved services, enhanced productivity and greater customer focus.

Effective implementation of a high quality Pay & Workforce Strategy at Carlisle City Council will enable us to demonstrate:

· availability of better workforce data as a basis for strategic planning

· an improved image as an employer, making it easier to recruit staff, particularly in hard to fill posts

· active engagement in developing the workforce and elected members as defined by IIP and NW Employers’ Members’ Charter

· sufficient quality people in key shortage occupational areas such as environmental health and planning

· a pay and reward system that enables us to motivate, recruit, retain and develop people within the constraints of affordability, recognising variations in local labour markets and achieving flexibility in making best use of staff and meeting customer needs

· sufficient people with leadership and management skills in the Authority

· more career pathways and development opportunities for staff at all levels

· a more diverse workforce and elected membership that is responsive to and reflects the needs of a rapidly changing community 

2.2 Project Scope

All posts within Carlisle City Council will be subject to review and terms and conditions may be amended in accordance with the Pay and Workforce Strategy. 

The completion date for the project is expected to be April 2008.

The project will take into account any corporate priorities and strategies; local and national performance indicators; and central government directives.

The project will be proactive in considering opportunities for partnership working, particularly on a local and regional basis. 

3. Method of Approach 

The project will be broken down into 6 distinct but interrelated work packages which will run concurrently (see Appendix A – Project Structure with Indicative Stages ). It should be noted that the Pay & Workforce Strategy Implementation work package is where recommendations from all of the other work packages will be considered, costings and options appraised and the overall implementation strategy developed and implemented.

· People Policies and Terms & Conditions

· Job Evaluation Scheme

· Single Status

· Workforce Development & Planning

· Equal Pay

· Pay & Workforce Strategy Implementation

PRINCE2 project management methodology will be adopted.  Key components of this process will comprise of a minimum of:-


Project Plan (appendix G)


Project Highlights Report – Posted regularly to the Project Board 


Risk Register (Initial risk register – appendix B)

Issues Log (sample in appendix C)


Exception Reports to be produced when Risks or Issues exceed pre-set tolerances 


Communications Plan (appendix D)


Quality Plan (appendix E)

4. Project Deliverables 

These are described in more detail in the product descriptions, to be developed, and are reflected in the project structure at appendix A. In summary they are:

People Policies and Terms & Conditions
Existing policies and terms and conditions reviewed, best practice identified and recommendations produced for amendments to existing policies and terms & conditions and  development of new policies. 

Job Evaluation 
Jobs objectively assessed and points allocated based on specified criteria required to carry out the job role e.g. skills, knowledge and experience.

Single Status 
Terms and conditions of all employees harmonised

Workforce Development & Planning
Current workforce baselined, organisational aspirations identified and recommendations developed to achieve the aspirations.  

Equal Pay 
The pay of women and men compared and any gaps identified that cannot be satisfactorily explained on grounds other than sex.

Pay & Workforce Strategy - Pay Implementation
Recommendations and findings from each of the other work packages considered, options appraised and implementation plans developed and implemented.

5. Exclusions

None

6. Constraints

Implementation of the Pay & Workforce Strategy must be affordable by the Authority and meet legislative requirements.

7. Interfaces

National Pay & Workforce Strategy

Corporate Plan

Individual Unit Business Plans

Gershon Efficiency review

Investors In People

(David to add others inc. Member Development)

8.
Assumptions

It is assumed that the work of this project will be conducted in-house unless otherwise specified in Product Descriptions or identified through the development of work packages and would be subject to approval by Council Members. 

9. Project Structure 

A suggested organisation for the project is as follows:-





Project Roles and Responsibilities 

The Project Board will determine membership, roles and responsibilities of the implementation project team in discussion with the Project Manager.

The Project Board will meet to receive reports from the Project Manager and make any decisions regarding the project at predefined stage boundaries or if the project goes into exception. Where necessary other people will be invited to attend Project Board meetings to provide technical advice or to report on specific areas of work.  

Each Work Package Leader will assemble their own teams to progress their work packages and will liase with and report to the Project Manager at agreed intervals. 

10. Project Plan

Detailed project plans for each Work Package will be agreed between the Project Manager and Work Package Leader and approved by the Board at each stage. Responsibility for work package project plans will reside with the work package leaders.

The Project Manager will tie the work package plans into an overarching project plan. For control purposes the authorship of the overarching project plan (i.e. the permission to amend and update) will reside solely with the project manager. Key dates within this have been identified as:

31 March 2005
Local Implementation Agreement approved

31 July 2005
Job Evaluation Plan Developed

31 March 2006
Workforce Development Plan produced
31 March 2006
Agreement with Unions on pay structures and systems

31 March 2007
Pay & Workforce Strategy developed
31 March 2008
Pay & Workforce Strategy fully implemented
11. Resource Requirements

Resource allocation for the overall project will be approved by Council Members.

Resource allocation within each work package will be approved by the Project Board. These will be influenced by recommendations submitted to the Board by the Project Manager who will liase with Work Package Leaders to identify the level and type of resources required in advance of each stage.  

12. Project Costs

This information will be detailed elsewhere. 

13. Project Quality

Project assurance duty will be the responsibility of each of the Project Board members but some of this will be delegated. Expert information and advice will be sought by the Board from Finance, Legal and Audit sections within the Council. 

Trade Unions representatives will be involved in the development and monitoring of quality within the individual work packages and will receive reports at the Carlisle Joint Consultative Committee.

The Project Sponsor will report any quality issues to EMG/JMT as relevant. 

The PRINCE2  project methodology will be adopted that supports a change control procedure.  

The Project’s Quality Plan is attached as Appendix F

14. Project Controls

The Work Package Leaders will liase with and report to the Project Manager on a regular basis (frequency to be determined as the project progresses and according to need). 

The Project Manager will report to the Programme Board at agreed stage boundaries and on an exception basis. Key reports to the Programme board will include: 

· Project Highlight Report (distributed to Programme Board at agreed intervals)

· Project Exception Reports (escalated to the Project Board when pre-set tolerances are exceeded).
· Project Assurance Reports  

There will be the provision for budgetary reports to be presented as required.  

The Project Sponsor will report to EMG/JMT to present updates and take questions. 

Overview & Scrutiny Committee will receive progress reports on the project presented by the Project Sponsor/Manager at regular intervals.

15. Risk Management

As part of project management, separate Issues and Risk logs will be maintained.  

Work Package Leaders should report any risks to the Project Manager as soon as they become aware of them and they will work together to assess the risk, produce recommendations for managing the risk and make recommendations to the Project Board.

Project Board members should advise the Project Manager of any issues or risks which they become aware of e.g. from factors external to the Project, as soon as they are aware of them for risk assessment and recommendations to be developed.

Initial risk register is attached as appendix D

Appendix A.1 People Policies Work Package 












 


Baseline
Review

Actions

· Identify and collate existing people policies 

· Identify Terms & Conditions for inclusion

· Identify contingencies/ links with other policies and work packages

· Consult with stakeholders

· Set project parameters

· Identify resource requirements

· Develop Work Package Action Plan 
Actions

· Review existing policies and produce recommendations for changes/additional policies

· Review terms & conditions and produce recommendations for changes

· Review best practice 

· Produce proposals for sustainability.

· Consult stakeholders

· Produce proposals and action plan for next work stage

01 Apr 05
31 Aug 05
31 Dec 06

(Indicative stage dates)



             

Appendix A.2 Job Evaluation Work Package











 Determine Job Evaluation Scheme 
Establish Framework
Pilot
Measure Jobs

Actions

· Review existing schemes across sector

· Produce recommendations

· Consultation

· Submit for approval

· Resource identification/allocation

· Set project parameters 

· Develop Work Package Action Plan 


Actions

· Develop conventions

· Determine assessment panels

· Develop appeals procedures

· Determine benchmark

· Determine sampling 

· Agree resource release with Business Unit Heads

· Produce proposals /recommendations for next stages
Actions

· Select sample

· Set up assessment panels

· Conduct survey

· Analyse responses

· Review process

· Produce proposals/ recommendations for next stage
Actions

· Assess jobs

· Score jobs

· Consistency check scores

· Issue scores

· Conduct appeals

· Produce final scores


Indicative stage dates       July
 Jan 
Mar
                      Mar



05
06
06   
     07             

Appendix A.3  Single Status Work Package












Scope Single Status Scheme 
Review
Options Appraisal

Actions

· Identify target group

· Identify Terms & Conditions for inclusion

· Identify exclusions

· Identify contingencies/ links with other policies and work packages

· Consult with stakeholders

· Identify resource requirements

· Set project parameters 

· Develop Work Package Action Plan 
Actions

· Establish Baseline

· Review best practice

· Consult stakeholders
· Produce summary broad summary  options appraisal
· Proposals /recommendations for next stages
Actions

· Produce in-depth options appraisal report



Dec 05
31 Dec 05
30 Jun 06
31 Dec 06

(Indicative stage dates)     






             
Appendix A.4 Workforce Development Plan Work Package






Initial Scoping
Data Collection and Analysis
Produce Workforce Development Plan (WDP)

Actions

· Member workshops

· Senior Manager workshops

· Identify organisational aspirations 

· Identify strategic information requirements

· Review best practice

· Identify contingencies and links with other policies and work packages

· Consult with stakeholders

· Identify resource requirements

· Develop Work Package Action Plan 


Actions

· Construct and conduct staff surveys

· Produce Workforce Profile

· Process mapping (as scoped)

· Undertake workforce planning

· Consult


Actions

· Develop proposals for sustainability

· Develop Staff Development Strategy

· Combine proposals and previous findings into WDP

· Consult 

· Develop proposals for WDP implementation

Apr 05
30 Jun 05
31 Dec 05
31 Mar 06

(Indicative stage dates)

Appendix A.5 Equal Pay Work Package


Establish Baseline
Undertake Equality Impact Assessment 

Actions

· Determine factors for comparison

· Establish acceptable tolerances

· Identify contingencies/ links with other policies and work packages

· Identify resource requirements

· Consult

· Develop Work Package Action Plan 


Actions

· Deliver training

· Compare pay/personal factors

· Determine variances and anomalies

· Produce proposals for redressing the balance

· Produce proposals for sustainability (inc. Equal Pay Audits)

Indicative Stage Dates
Dec 05
Dec 06


Appendix A.6 PWS Implementation Work Package



Consider recommendations/ options appraisal
Formulate Implementation Plans
Implement

Actions

· Receive recommendations from other work packages

· Synchronise Terms and Conditions, Single Status and Equal Pay

· Set pay structures and align pay to JE points

· Develop Protection and Back Pay proposals

· Develop Assimilation and phasing proposals

· Develop progression and incentive proposals

· Assess organisational implications

· Assess resource requirements

· Prepare costed options 

· Consult with stakeholders
Actions

· Identify resources 

· Define role of Members  within PWS

· Formulate Pay & Workforce Strategy

· Consultation

· Develop Action Plan for implementation

· Develop post project recommendations 


Actions

· Implement approved recommendations and Strategy



Apr 05
variable according to work packages
31 mar 07
31 mar 08 (Indicative stage dates)

Appendix B – Initial Pay and Workforce Strategy Risk Log 

Pay and Workforce Strategy Risk Log 

Risk Register 25th April 2005

Risk ID
Date Identified
Date updated
Description
Category

F, L,O,R
Impact

H/M/L
Probability

H/M/L
Proximity/ timescale/ target date
Countermeasure
Owner
Status Red/green/Closed

PWS/001
01/02/05
24/04/05
Local Implementation Agreement not approved with Trade Unions by end March 2005
R,L
M
L
Imminent
Develop and implement timetable to ensure that job evaluation scheme agreement with Unions is achieved by end March. 

Closed

PWS/002
24/04/05
24/04/05
Unable to deliver the project due to lack of capacity within MSES to deliver the project.
O
H
L

Identify resource requirements and provision. Develop contingency plans to provide additional cover, should the need arise, e.g. sick leave. 



PWS/003
01/02/05
01/02/05
Unable to implement strategy due to lack of staff resources.
F,R,O
H
M

Project Board to be made aware of and approve adequate resource allocation.  



PWS/004
01/02/05
01/02/05
Project not effective due to lack of management buy in
O,F
H
M

Develop and impelment effective communication strategy.

Report to CMT and EMG at intervals to be determined.



PWS/005
01/02/05
01/02/05
Project not effective due to lack of Member support
O,F,R
M
M

Develop and implement effective communications strategy.

Report at agreed intervals to  Overview & Scrutiny Committee.



PWS/006
01/02/05
01/02/05
Lack of support by Trade Unions could render implementation difficult. 
O,R
H


Develop strategies in consultation with Trade Unions.



PWS/007
01/02/05
01/02/05
Claims made against the Council as a result of not implementing Equal Pay Review
F,R,L
H


Ensure that all elements, inc. Equal Pay, conform with statutory requirements.



PWS/008
01/02/05
01/02/05
Excessively high financial cost to the Council of implementing Pay & Workforce Strategy
F,R
H


Ensure effective options appraisal for implementation including cost analysis and ensure that the strategy implementation is affordable by the Council. 



PWS/009
01/02/05
01/02/05
Potential loss of staff through negative impact of proposed job evaluation on staff morale.
O,R
M
M

Develop and implement effective communications strategy. Develop appropriate support mechanisms and approach



PWS/010
01/02/05
01/02/05
Unrealistic expectations of employees
R
M
M

Develop and implement effective communications strategy.



PWS/011
01/02/05
01/02/05
Negative impact on staff morale (and financial impact on individual ) of those whose jobs are graded at a lower level
R
M
H

Develop and implement effective communications strategy. Develop appropriate support mechanisms and approach to regrading.



PWS/012
24/04/05
24/04/05
Lack of capacity within Business Units to enable release of staff for interviews could cause delays. 
O,F
M
M

Involve Business Units in the development of Action Plans and provide adequate notice of interviews. 



Category:
F=Financial, R= Reputational, L= Legal, O = Operational

Impact:
H=High, M=Medium, L=Low

Probability:
H=High, M=Medium, L=Low

Appendix C Initial Issues Log
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Purpose
To define all parties with an interest in the project and the means and frequency of communication between them and the project.



Overview
The Pay and Workforce Strategy is being developed in accordance with the National Pay and Workforce Strategy devised by the Office of the Deputy Prime Minister and Employers Organisation. 

It is not simply about compliance with the national agreement but also about ensuring that the right numbers of people are in the right place with the right skills to do the job and and that they are being motivated and rewarded appropriately in order to deliver improved services, enhanced productivity and enhanced customer focus.

Through the process of implementing the strategy every post within the City Council will be reviewed. The implications for staff could be far reaching and may have an unsettling effect on morale. 

It is therefore important that all stakeholders are provided with appropriate information at regular intervals, even if sometimes it is just to say that nothing is happening, and given the opportunity to give feedback on those elements or processes which effect them. 

Although trade unions will be partners in the project, and will no doubt be communicating with their Members, it is still incumbent on the project to communicate regularly and effectively with all stakeholders.

Communication needs to be on three levels: 

· general progress within the overall project 

· specific developments within each work package

· individually with employees who will be affected by changes

Key considerations in developing and delivering any communications on the Pay and Workforce Strategy must be that they are:

· clear – do they communicate the ‘why’, ‘what’, ‘when’ ‘who’ and how’ in terms people understand/relate to?

· concise – are they short, to the point and memorable?

· compelling – are they meaningful and encourage engagement? Do they explain the necessity for change?

· consistent – are the same messages reinforced in each communique?

· credible – are they open, believable and engender trust?


Communications With Staff

Interested party/ stakeholders
All Carlisle City Council Employees and Managers

Information Required and Purpose
All employees need to be provided with adequate information to enable them to understand the organisational and personal implications of, and the processes involved in, the development and implementation of the Pay & Workforce Strategy.

Method of Communication
Frequency or Dates
Responsibility for Providing Information
Responsibility for Dissemination 
Comments

Staff Briefing – written
Fortnightly
MSES or Project Manager


Comms Unit
Staff Briefings are produced fortnightly after each CMT. A paragraph for inclusion in the next edition should be sent to Carolyn Taylor by the day after CMT .

Staff Briefing – Verbal

MSES (David or Jean) and Project Manager
MSES (David or Jean) and Project Manager
Presentations for staff to attend on a voluntary basis. Powerpoint slides and accompanying literature should be added to the relevant Public Folders 

Staff Focus
bi-monthly

Comms
Info to Jo Osborne

Pay & Workforce Strategy Newsletter
Monthly
MSES
MSES (or Comms?)
Start date to be established

Public Folders
Ongoing
all
Project Manager
Information to be posted here for staff to see. This may include Powerpoint presentations, reports, background info, FAQs, links to other websites etc. 

Team Meetings
Monthly
MSES (David or Jean) via Management Briefing
Line Managers
It is the responsibility of managers to disseminate information which they have received via Management Briefing.

Explanatory leaflets with payslips
as relevant

MSES


Email letters from Chief Executive
at key stages




‘Toolbox Talks’
at key stages
MSES (David or Jean) and Project Manager
MSES (David or Jean) and Project Manager and Head of CTS
verbal briefings to be given to CTS staff.

Communications with Senior Managers

Interested party/ stakeholders
Senior Managers within Carlisle City Council



Information Required and Purpose
Senior Managers need to be provided with information to enable them to

· keep staff informed on the progress of the Pay & Workforce Strategy and its implications 

· contribute to its development and implementation

· manage the contribution of their staff as appropriate to the project

· consider PWS in the development of other strategies, policies and procedures as relevant 

· take account of PWS implementation in Business Plans and budget setting

· approve any recommendations for implementation



Note: Senior Managers will have access to all of the information which is provided to staff. Additional communications will be achieved using the methods indicated below.

Method of Communication
Frequency or Dates
Responsibility for Providing the Information
Responsibility for Production/ Dissemination 
Other Information

CMT
Fortnightly
David Williams
David Williams
Although CMT meet fortnightly the frequency of presentation is to be determined

EMG
Fortnightly
Jason Gooding
David Williams/ Carolyn M


PWS Project Board
stage boundaries – to be determined
Carolyn Mitchell
Carolyn Mitchell


Briefing Sessions
to be determined




Training Events
to be determined




Question & Answer sheets for Managers 
to be determined updated frequently

Carolyn Mitchell
Possibly in Public Folders.

Communications with Members

Interested party/ stakeholders
Carlisle City Council Elected Members



Information Required and Purpose
Members need to be provided with information to enable them to

· consider and determine their leadership role

· monitor and contribute to the development and implementation of the Pay & Workforce Strategy

· consider PWS in the development of other strategies, policies and procedures as relevant 

· take account of PWS implementation in strategic business planning and budget setting



Method of Communication
Frequency or Dates
Responsibility for Providing the Information
Responsibility for Production/ Dissemination 
Other Information

Member Briefing
Monthly

Sarah Irving, Comms
Info to Sarah Irving by the last week of each month.

JMT



frequency of presentation/ reports to be determined

Overview & Scrutiny Committee





frequency of presentation/ reports to be determined

Executive
to be determined


formal report where appropriate

Training
to be determined




Communications with Trades Unions

Interested party/ stakeholders
Trade Union representatives



Information Required and Purpose
TU representatives provide a key role in ensuring that their members are informed and consulted on the development and implementation of the Pay and Workforce Strategy and that their views are represented to City Council management.

Union representatives therefore need enough information to enable them to 

· keep their members informed on the progress of the Pay & Workforce Strategy and its implications and answer any questions which may arise

· contribute to the development and implementation of the Pay & Workforce strategy

· contribute to the quality assurance of the project

· provide updates to and from their Unions at regional branches and nationally 



Method of Communication
Frequency or Dates
Responsibility for Providing the Information
Responsibility for Production/ Dissemination 
Other Information

Corporate Joint Consultative Committee
bi-Monthly
David Williams

Agenda items to D Kavanagh 2 weeks before meeting.

Papers to D Kavanagh 1 week before meeting.

Involvement within workpackage 
to be defined
to be established within each work package.

The frequency and nature of communications within work packages will vary according to the stage and extent of work at the time. 







Communications with Other Stakeholders

Interested party/ stakeholders
Members of the Public, potential job applicants, other Authorities, ODPM, Employers’ Organisation etc.

Information Required and Purpose
It is likely that the Council will, from time to time, receive requests for information about the Pay & Workforce Strategy from sources outside the City Council. These will largely be dealt with on an ad hoc basis. 

However, where jobs are advertised, information should be provided with application packs to advise potential candidates that PWS may impact on these posts.



Method of Communication
Frequency or Dates
Responsibility for Providing the Information
Responsibility for Production/ Dissemination 
Other Information













Communications with Media

Interested party/ stakeholders
Members of the Media

Information Required and Purpose
It is inevitable that the media will hear, either from staff, union representatives, Members or through meetings of the Authority e.g. Overview & Scrutiny committees, about the pay and workforce strategy and are likely to approach the authority for comment.

Statements and lines to take need to be agreed in advance. These will have to be in line with the information being given out internally.

As is normal practice, all media enquiries will be handled by the Communications team.

The main point of contact will be Carolyn Taylor, Communications Manager.



Method of Communication
Frequency or Dates
Responsibility for Providing the Information
Responsibility for Production/ Dissemination 
Other Information

Press releases
as required

Communications


Responses to specific enquiries
as required

Carolyn Taylor
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Overview

Introduction
To define the quality techniques and standards to be applied, and the various responsibilities for achieving the required quality levels, during the project.

Contents
This plan contains the following topics:

Topic
See Page

Customer's quality expectations
2

Acceptance criteria
3

Quality responsibilities
3

Standards
3

Quality control and audit processes (management & specialist)
3

Change management procedures
3

Configuration Management Plan
4

Quality tools
4

Customer's quality expectations


Effective implementation of a high quality Pay & Workforce Strategy at Carlisle City Council will enable us to demonstrate:

· availability of better workforce data as a basis for strategic planning

· an improved image as an employer, making it easier to recruit staff, particularly in hard to fill posts

· active engagement in developing the workforce and elected members as defined by IIP and NW Employers’ Members’ Charter

· sufficient quality people in key shortage occupational areas such as environmental health and planning

· a pay and reward system that enables us to motivate, recruit, retain and develop people within the constraints of affordability, recognising variations in local labour markets and achieving flexibility in making best use of staff and meeting customer needs

· sufficient people with leadership and management skills in the Authority

· more career pathways and development opportunities for staff at all levels

· a more diverse workforce and elected membership that is responsive to and reflects the needs of a rapidly changing community 

The strategy will be developed in such a way that it:

· meets the recommendations of the ODPM’s National Pay and Workforce Strategy 

· is delivered within the overall timescales approved by the Board and set out in the PID and individual product descriptions.

· addresses and supports corporate priorities

· addresses and supports other relevant legislative changes and government guidelines

· consults and communicates effectively with stakeholders

· has clear project management and reporting structures

· is broken down into clearly identifiable but interrelated work packages

· uses open and transparent processes

· incorporates effective implementation and monitoring procedures

· ensures all staff involved in its delivery receive relevant training and support 

· is sustainable 

· is delivered within the resources approved by Members of Council

· project resources will be allocated by the Project Board prior to the commencement of each stage  

Acceptance Criteria


The Pay and Workforce Strategy is a major undertaking for the Authority. In its development it has been agreed to break it down into 6 work packages, each of which has its own acceptance criteria detailed in the relevant product description, but all of which have to be approved by JMT for them to be considered acceptable.

Quality responsibilities


Responsibility for ensuring that the overall project quality criteria are set and met lies with the Project Board. Some of this responsibility will be delegated to Jean Cross (MSES) and Trades Unions. Input will also be requested from other sources as required e.g. Finance, Audit, Legal Services etc. and will be further defined within Product Descriptions.

Quality for the delivery of the products is the responsibility of the Project Manager in association with the Work Package Leaders and Senior Managers  when implementing the strategy.



Standards 


to be defined in product descriptions as appropriate.

Quality control and audit processes 

Project management
PRINCE2 project management methodology will be adopted and the quality monitored by the Project Board.

Specialist work
Quality criteria and monitoring processes will be defined within each work package and a quality log produced.

Quality issues will be reported to the Board by the Project Manager and others tasked with the quality assurance as relevant.

Change management procedures


Where significant changes to the project are required, change controls will be submitted to the Board for approval documenting the recommendations, reasons and implications. 

Configuration Management Plan


Documents developed as part of the project will be stored centrally with the Project Manager and relevant Public Folders set up with appropriate access levels. Each time changes are made and documents distributed, version control will be applied.   

Quality tools


to be defined in product descriptions as appropriate.
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Note: Within this work package it is likely that changes to  some policies will emerge that should be implemented as soon as they are identified rather than waiting until all policies have been reviewed. To facilitate this it is proposed that some recommendations be circulated to the Board by email for approval rather than wait for the next scheduled Board meeting.
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