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ProCure21+ 
Guidance Note 4: Scheme and Project Registration Guidance
This document provides guidance on how to register a ‘Scheme’ and it’s associated ‘Projects’ under the ProCure21+ (P21+) Framework. It is the responsibility of the NHS Client to register ‘Schemes’. Thereafter the selected PSCP should register associated ‘Projects’ as they are instructed (this does not prevent the NHS Client from registering ‘Projects’ themselves should they want to). ‘Schemes’ must be registered before the NHS Client releases a High Level Information Pack to PSCPs to ensure the work complies with the requirements of the P21+ National Framework. 
Please ensure you read this document in full before either issuing a High Level information Pack for a PSCP Selection Process or registering a ‘Scheme’.
It is important to note that the information within the High level Information Pack as part of the PSCP Selection Process will determine the ‘Projects’ that can be included in a ’Scheme’ thereafter and the same information should be included on the P21+ Scheme database when a ‘Scheme’ is registered. NHS Clients therefore need to ensure that:

· all foreseeable ‘Projects’ that an NHS Client  want to be undertaken within a ‘Scheme’ should be referred to in the High level Information Pack. Where there is insufficient information to do this at the time a PSCP is selected then a general statement (or other information such as a copy of a Development Control Plan or Estates Strategy) identifying the NHS Clients’ proposals regarding future projects should be inserted - this enables more detail to be provided later when more detailed information on specific  ‘Projects’ become available and actual requirements become better defined; AND

· the information provided in the High level Information Pack should be the used  when registering a ‘Scheme’ i.e. all foreseeable ‘Projects’ that they want to be undertaken within a ‘Scheme’ are identified and listed. As above where there is insufficient information to do this at the time a PSCP is selected then a general statement (or other information such as a copy of a Development Control Plan or Estates Strategy) identifying the NHS Clients proposals regarding future projects should be referred to - this enables more detail to be provided later once more detailed information on specific ‘Projects’ become available and actual requirements become better defined.
1.
Introduction
When registering a Scheme under the P21+ Framework the following should be considered.

1.1 
In all cases an NHS Client will need to:

1.1.1 Firstly register a NEW ‘Scheme’ and this will include reference to all ‘Projects’ that have been identified in the High level Information Pack to be undertaken as part of the ‘Scheme’. AND

1.1.2 Secondly register each ‘Project’ once they have decided to progress work on it with the PSCP.   
1.2 
A ‘Scheme’ may comprise of one or more ‘Projects’.


1.3 
Registering a ‘Scheme’ implies an intention by the Client (though it is not binding) to select a PSCP to deliver a ‘Scheme’ that may consist of one or more ‘Projects’. Once a PSCP is selected, each ‘Project’ is separately instructed as stated in 1.4 below. 
1.4      Each ‘Project’ requires a Client to issue either a ‘Letter of Appointment for a Single Project Scheme’ or a ‘Letter of Project Instruction’ for Schemes for Multiple projects or Small Works Schemes for Multiple Projects (Task Periods)  before any chargeable work can commence by the selected PSCP. Each ‘Project’ is registered and linked to it’s associated ‘Scheme’.

1.5 
The Client needs to ensure that they have the information associated with the overall time, cost and component ‘Projects’ of a ‘Scheme’ prior to registering it as it is required to be provided as part of the registration process. The information registered should be reflected in the High Level Information Pack as issued as part of the PSCP Selection Process.


1.6 
Major Works ‘Schemes’ and Small Works ‘Schemes’ should not be registered as part of the same ‘Scheme’ even if there is a single Letter of Appointment that covers both. They must be registered as separate ‘Schemes’ and then cross referenced to each other as stated in para 1.11 of this guidance  A tick box is provided which should be checked if the scheme is Small Works or left blank if it is Major Works.  


1.7 
This does not affect the ability to operate the selection process for Small Works and Major Works schemes. (see summary diagram on page 5).


1.8 
Under Small Works, ‘Projects’ are contractually referred to as ‘Task Periods’ (each of which has a 12 month duration) and each of these ‘Projects’ should be registered separately under a Small Works ‘Scheme’ e.g. if a Small Works scheme is to be undertaken over a three year period, the number of ‘Task Periods’ (‘Projects’) will be three (one for each 12 month Task Period). Each ‘Task Period’ can include a number of ‘Tasks’ and this information is not required to be identified as part of the registration process associated with any Small Works ‘Project’. 
1.9 
At ‘Scheme’ registration any number of ‘Projects’ can be registered under a single ’Scheme’. However each ‘Scheme’ must have at least one project indicated. ‘Projects’ should be registered when they become active as a ‘ Scheme’ progresses i.e. the ‘Project Letter of Instruction ‘is issued and the PSCP commences work on the ‘Project’.  ‘Projects’ that are not registered but are in existence may be at risk of not being able to be supported by the ProCure21+ Team at the  Department of Health as they will not be recognised as being undertaken under the P21+ National Framework as a result. Any failure by PSCPs to register ‘Projects’ will be addressed in accordance with the requirements of the P21+ National Framework Performance Management Plan. The ability for a Client to recover VAT may also be affected by a failure to register a ‘Scheme’ or ‘Project’.
1.10 Where it is required to register a ,’Project’ at a later date as a ‘Scheme’ progresses this is done by logging into the P21+ Club, then selecting your ‘Scheme’ from the schemes list, and choosing “add project”.


1.11 If a Major Works and a Small Works scheme are included under the same selection process, they should be registered separately as two different ‘Schemes’. ‘Scheme’ IDs should be noted and then cross referenced in the individual ‘Scheme’s’ editable ‘Detailed Description’ field.


e.g.
· A Client registers programme of Major Works – scheme ID generated is P21+0500


· The Client then registers a programme of Small Works – scheme ID generated is P21+0501

· The Client then revisits both the registered ‘Schemes’ and updates the detailed description field in P21+ 0500 to include “ref: small works ID P21+0501” and the detailed description field in P21+ 0501 to include “ref: major works ID P21+0500”

This provides the database record link to the same selection process and therefore the Letter of Appointment. 
2.
Registering ‘Schemes’
2.1
To register a ‘Scheme’ go to www.procure21plus.nhs.uk/registration. 


2.2
On the registration page choose the option to register a ‘Scheme’. A tick box is available at ’Scheme’ level to establish whether the ‘Scheme’ is Major works or Small Works.

2.3 
Register both the Major Works and the Small Works ‘Schemes’ at the same time, if they are part of the same PSCP selection process (see 1.11 above).


2.4 
Once registered the ’Schemes’ and any projects registered beneath them will appear on the P21+ database with their relevant ‘Scheme’ or ‘Project’ IDs.

2.5       Some Information collected at registration can updated via the Monthly Monitoring System (MMS).

The following information is required for registering a ‘Scheme’:
Agree to implement the client charter (tick box)

	
Field Name
	Description

	Scheme ID
	Auto generated

	Scheme title
	Free text

	Detailed description 
	Breakdown of work packages (should reflect individual project descriptions, when they are registered. Also revisited to input any relevant cross references to other registered schemes.

	Small works
	Yes or No

	Estimated number of projects
	Account for the maximum number of projects anticipated to be registered to ensure that more projects than stated are not registered. Can be calculated and broken down according to the work packages in the high level information pack.

	Planned start on site date
	Anticipated date construction is expected to start.

	Planned end date
	Anticipated date of completion (calculated from planned construction period) – i.e. from planned start on site date.

	SHA
	Drop down list

	Trust
	Drop down list

	Planned total capital value
	Unit £m to 1 decimal place.


The following information is required for registering a ‘Project’:
	Field Name
	Description

	Project ID
	Auto generated.

	User role (in relation to the project)
	Drop down list

	Project title
	Free text

	Description
	Free text: elements of the project work

	Site name
	Free text

	Address
	Minimum of town/city and post code

	Project status
	Drop down list

	Project type
	Drop down list

	Functional departments
	Tick all relevant boxes

	Current stage
	Drop down list

	Contract completion date (planned)
	Anticipated completion date of the project

	Affordability amount
(or task period (12 month) value if small works)
	(£m) to 1 decimal place – as stated in the contract documentation

	Comments
	Free text. 


3. 
Scheme and Project ID Numbers

3.1
Upon registering a scheme, it will be allocated a scheme ID e.g. P21+0001, P21+0002 etc. 

Projects registered under a ‘Scheme’ will be automatically allocated a reference that links that project to the scheme e.g. P21+0001.1, P21+001.2 etc.
3.2
Small Works Task Periods (‘Projects’) will be referenced to their schemes in the same way.
4. 
Further Information
4.1
If you would like further advice in registering your scheme please contact your local Implementation Advisor or Stuart Robinson – Tel 0113 2546611, Email stuart.robinson@dh.gsi.gov.uk.
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Small Works Scheme P21+ 0002 –  Apr 2012 – Mar 2014


(Ref:MW P21+ 0001)


Projects 2 of 2





Major Works Scheme - P21+ 0001 –


Relocation and refurb of xxx


 (Apr 2011 – Aug 2013)


Projects 2 of 2





Small Works Project (contract)


P21+ 0002.1 


(Task Period Apr 2012 – Mar 2013)





Small Works Project (contract)


P21+ 0002.2 


(Task Period Apr 2013 – Mar 2014)





Major Works Project (contract)


P21+ 0001.1 


Relocation of xxx


(Apr 2011 – Sep 2012)





Major Works Project (contract)


 P21+ 0001.2 


Refurb. of xxx


(Sep 2012 – Aug 2013)





Requirement Identified in High Level Information Pack


Relocation / Refurb / Small works
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