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CREATIVE COMMUNITIES PROGRAMME
END OF PROJECT REPORT

GENERAL INFORMATION
	PROJECT NAME:
	Re-Made in Hull

	PROJECT LEAD:
	[bookmark: _GoBack]Joanne Pullen admin@hullscrapstore.org.uk 

	REPORT DATE:
	01/11/2017



INTRODUCTION
Everyone who receives a grant from the Creative Communities Programme must complete this End of Project Report. Please read it straight away – you will need to collect the information throughout the lifetime of your project. 
Please refer to your Agreement, and any changes you agreed with us, when you complete this Report.
This End of Project Report tells us: 
· What has happened during your project as a whole;
· Your final income and expenditure figures; 
· What you have learned from the project, how you have adapted to these learnings, and what you plan to do with this learning in future.
We will send you a separate online survey about your experience of the Creative Communities Programme as a grant recipient. We will process the information you give us to understand:
· The outcomes and impacts of our grant and support on your organisation; 
· The effectiveness of our services and grants administration; and 
· What key things the city needs to be aware of in future, when supporting community level arts and culture projects. 
We also use this information to report to our funders. 
Please email this activity report to: creativecommunities@hull2017.co.uk


A. PROJECT REPORT

Please provide a brief update (3 or 4) sentences on each of the following areas to let us know how your project went, what you’ve learnt and how well we supported you.  
EVENT PLANNING AND PROJECT MANAGEMENT
The project management was time consuming however we are meeting the original project objectives. It has been the only area that was underestimated in time allocation.
Hull 2017 Volunteers have been an excellent addition to the workshops – the supplementary support has been praised by staff, artists and members of the public.








MARKETING AND COMMUNCIATIONS, PARTICIPATION AND LEARNING
The marketing and communications for the project is to budget and has had varying degrees of success – the print campaign (to 13,000 HU3 homes) resulted in only 1 booking, yet the social media campaign resulted in all remaining bookings.
The participation and learning has been very successful - only a natural 10% drop out rate.
The lack of inclusion in 2017 mainstream media was disappointing – I have seen other CC projects feature in magazines/news/television pieces.









RISK MANAGEMENT










BUDGET 
In this section we ask for a final summary of the income and expenditure of your activity to date. 
Please complete the Budget Template provided. The template includes instructions on how to complete it. 
Please use the space below for any comments and supporting information. 








 
Specific Requirements - VAT
If you are registered for VAT, your expenditure figures should not include VAT that you can claim back. If you are not registered for VAT, your figures should include VAT. You may need to get advice from your own accountant or the relevant tax office. For information about VAT and other taxes, contact HM Revenue and Customs (HMRC) through their website at www.hmrc.gov.uk























B. MONITORING & EVALUATION REPORT

i. Event Delivery
How did you do on reaching the targets laid out for project activity? 
	
	ORIGINAL TARGET*
	REVISED TARGET*
	TOTAL*

	PROJECT VENUE/LOCATION
	

	HU1 – HU9
	
	
	45%

	Not HU1 – HU9
	
	
	55%

	ACTIVITY
	

	Number of performances
	34
	25
	25

	Number of exhibition days
	
	
	

	Number of commissions*
	
	
	

	Number of sessions for education, training or taking part*
	
	
	

	Number of accessible activities
	
	
	


*Original target: target(s) listed within your contract
*Revised target: new suggested targets now that your project planning and delivery is underway
*Total: final figures for the project as a whole
*Commissions: a commission is defined as the hiring or payment to an artist / artistic company to create an art work or performance. A commission can be wholly or partly funded by you / your organisation.
*Sessions for education, training or taking part: includes guided sessions, learning sessions, skills development workshops, formal training of volunteers, practical workshops, all other community/public facing workshops.
If your project incorporated heritage, please briefly say how you developed, presented and / or told people about heritage or historical content, e.g. using heritage buildings or sites, collecting oral history (stories and memories), displaying historical artworks or collections, working with museums or archives, sharing or presenting historical stories or events.
N/A – although stories have been shared about the site of the ScrapStore being the former Somerset Street School and many parents of workshop participants being pupils at the School.




ii. Project Delivery Team
Who was involved in delivering your project? Please include yourself, employees and any freelancers that you contracted for this project.
	
	TOTAL NO. INDIVIDUALS 
	TOTAL NO. OF DAYS WORKED
	TOTAL NO. OF HU1-HU9 RESIDENTS
	TOTAL NO. OF DAYS WORKED BY HU1-HU9 RESIDENTS

	CATEGORY OR ROLE

	Project Manager(s)
	1
	25-40
	1
	

	Artists
	4
	25-40
	
	

	Production/exhibition staff
	
	
	
	

	Other staff
	2
	10-15
	
	

	Volunteers
	50
	100
	
	



Using the equal opportunities form provided in the Toolkit, please complete the Total column within the tables below for all people involved in the Delivery Team for your project. We recommend that you ask all members of the project Delivery Team to complete this form at the start of the project, and include it as part of the contracting process for any new staff or freelancers going forward. 
	
	TOTAL
	
	
	TOTAL

	AGE GROUPS – DELIVERY TEAM
	
	DISABILITY/LONG TERM ILLNESS – DELIVERY TEAM

	16-17 years
	
	
	Yes
	

	18-19 years
	
	
	No
	5

	20-24 years
	
	
	Prefer not to say
	

	25-29 years
	1
	
	CONDITIONS – DELIVERY TEAM

	30-34 years
	
	
	Learning disability
	

	35-39 years
	
	
	Long-term illness/condition
	

	40-44 years
	
	
	Sensory impairment
	

	45-49 years
	2
	
	Mental Health condition
	

	50-54 years
	2
	
	Physical impairment
	

	55-59 years
	
	
	Cognitive impairment
	

	60-64 years
	
	
	Other
	

	65-69 years
	
	
	
	

	70-74 years
	
	
	
	

	75+ years
	
	
	
	

	Prefer not to say
	
	
	
	



	
	TOTAL
	
	
	TOTAL

	GENDER - DELIVERY TEAM
	
	ETHNICITY – DELIVERY TEAM

	Male
	2
	
	Welsh/English/Scottish/Northern Irish/British
	5

	Female
	3
	
	Irish
	

	Transgender
	
	
	Gypsy or Irish Traveller
	

	Other
	
	
	Any other White background 
	

	Prefer not to say
	
	
	White and Black Caribbean
	

	
	
	
	White and Black African
	

	
	
	
	White and Asian
	

	
	
	
	Any other Mixed/multiple ethnic background 
	

	
	
	
	Indian
	

	
	
	
	Pakistani
	

	
	
	
	Bangladeshi
	

	
	
	Chinese
	

	
	
	
	Any other Asian background
	

	
	
	
	African
	

	
	
	
	Caribbean
	

	
	
	
	Any other Black/African/Caribbean background 
	

	
	
	
	Arab
	

	
	
	
	Any other ethnic group 
	

	
	
	
	Prefer not to say
	



Thinking about your project as a whole, what would you say have been the main successes and challenges for you and your project delivery team (approximately 500 words):
This can include formal and informal feedback given to you by staff and / or your own observations. You can use notes or minutes from project team meetings; informal conversations; emails; etc. to inform this.












iii. Audiences & Participants

How many people, in total, attended or participated in the project as a whole?
	TYPE OF ENGAGEMENT
	TOTAL
	% FROM HU1-HU9

	Number of audience members*
	
	

	Number of participants*
	1000
	45%

	TOTAL BENEFICIARIES
	
	


*The % can be taken from the results of your audience and participant surveys or box office reports
*‘Audience members’ includes people going to an exhibition or performance, and people getting access to work that is printed, recorded, broadcast or on the internet.
*‘Participants’ means those doing the activity.
Please complete the Total column within the tables below. You should collect this information using the Audience Survey (which will be designed with support from the Hull 2017 team) and / or via the Participant Equal Opportunities Form provided in the Toolkit.
	
	TOTAL
	
	
	TOTAL

	AGE GROUPS – AUD. & PART.
	
	DISABILITY/LONG TERM ILLNESS – AUD. & PART.

	0-2 years
	0
	
	Yes
	

	3-5 years
	9
	
	No
	

	6-10 years
	36
	
	Prefer not to say
	

	11-15 years
	6
	
	CONDITIONS – AUD. & PART.

	16-17 years
	
	
	Learning disability
	

	18-19 years
	
	
	Long-term illness/condition
	

	20-24 years
	9
	
	Sensory impairment
	

	25-29 years
	18
	
	Mental Health condition
	

	30-34 years
	15
	
	Physical impairment
	2

	35-39 years
	3
	
	Cognitive impairment
	

	40-44 years
	9
	
	Other
	

	45-49 years
	12
	
	
	

	50-54 years
	9
	
	
	

	55-59 years
	1
	
	
	

	60-64 years
	2
	
	
	

	65-69 years
	
	
	
	

	70-74 years
	
	
	
	

	75+ years
	
	
	
	

	Prefer not to say
	3
	
	
	




	
	TOTAL
	
	
	TOTAL

	GENDER - AUDIENCES
	
	ETHNICITY – AUDIENCES

	Male
	10
	
	Welsh/English/Scottish/Northern Irish/British
	

	Female
	138
	
	Irish
	

	Transgender
	
	
	Gypsy or Irish Traveller
	

	Other
	
	
	Any other White background 
	

	Prefer not to say
	
	
	White and Black Caribbean
	

	
	
	
	White and Black African
	

	
	
	
	White and Asian
	

	
	
	
	Any other Mixed/multiple ethnic background 
	

	
	
	
	Indian
	

	
	
	
	Pakistani
	

	
	
	
	Bangladeshi
	

	
	
	Chinese
	

	
	
	
	Any other Asian background
	

	
	
	
	African
	

	
	
	
	Caribbean
	

	
	
	
	Any other Black/African/Caribbean background 
	

	
	
	
	Arab
	

	
	
	
	Any other ethnic group 
	

	
	
	
	Prefer not to say
	



Thinking about your project as a whole, what would you say have been the main successes and challenges for your audience members / participants:
This can include formal and informal feedback given to you by staff and / or your own observations. You can use comments books; informal conversations; emails; etc. to inform this. It must also include any findings from your Audience/Participant Survey (A Question Bank is provided for the Audience/Participant Survey, from which you will build your own project questionnaire with support from Hull 2017 staff).
Over 50% of the participants were brand new users to the ScrapStore premises – therefore unlocking a new community hub space and accessing creative community crafts, as part of a family, for the first time. Over 500 people had visited ScrapStore for the first time.












The demand for the activities has been exceptionally high and a lot of people have stated that they would like to see this activity return for the remainder of the year. 
The management of bookings vs. people no-showing a free event was difficult – fortunately regular empty spaces were filled by casual attendees in adjoining retail area.


iv. Online Engagement

How did your project impact upon your online presence?
	
	TOTAL PAGE VIEWS
	UNIQUE PAGE VEIWS

	Website views relating to project
	40,000+
	



	
	LIKES/FOLLOWERS AT START
	LIKES/FOLLOWERS AT END
	IMPRESSIONS ON POSTS RELATING TO THE PROJECT
	ENGAGEMENTS WITH POSTS RELATING TO THE PROJECT

	Facebook
	7214
	9594
	84,894
	6,513

	Twitter
	501
	584
	1,297
	99

	Instagram
	0
	1,263
	
	

	Other
	
	
	
	



DEFINITIONS
· Followers include: Facebook Page Likes / Profile Friends; Twitter Followers; YouTube Subscribers; etc.  
· Impressions: impressions (“views”) of Facebook posts linked to CCP project; impressions (“views”) of Twitter tweets linked to CCP project; views of YouTube videos linked to CCP project; etc.
· Engagements: Facebook posts, likes, shares, comments; Twitter tweets, retweets, likes; YouTube shares, comments; etc.    
In the boxes below, please share a selection of audience comments or quotes from social media made about your project. Please provide different examples to those in your Project Update Report:“Used my imagination using items not normally used”

“ScrapStore is the place to be for creative activities and craft materials”

“I wish the workshops were on every day of the week!”	

“All different resources can be saved and used to have fun and create new things”

“The best thing about the workshop was making a shaker to use with our cultural ‘song about Hull’”




v. Partners
How many partners were involved with the project? 
	
	TOTAL BASED IN 
HU1 – HU9
	TOTAL BASED OUTSIDE 
HU1 – HU9

	PARTNER TYPE	

	Artistic partner (e.g. theatre, art gallery, music venue)
	
	

	Heritage partner (e.g. museum, archive)
	
	

	Funder (e.g. Arts Council England, business, private trust)
	
	

	Public Sector partner (e.g. libraries, GPs)
	
	

	Voluntary sector partner (e.g. community group, charity)
	
	

	Education (e.g. school, college, university)
	
	

	Other
	4
	

	PARTNERSHIP STAGE

	Number of new partnerships established via this project
	2
	

	Number of existing partners involved in this project
	4
	



Thinking about your project as a whole, what would you say have been the main successes and challenges for your partners:
This can include formal and informal feedback given to you by staff and / or your own observations. You can use notes or minutes from partner meetings; informal conversations; emails; etc. to inform this.  

(Partners being the delivery team – hired in on a freelance basis)
Interacting with over 1000 members of the community 
Regular paid work
Working as a cohesive unit for 5-6 months

Challenges include work limited by budget





1

image1.emf
Project risk register  template.xlsx


Project risk register template.xlsx
Guidance

				ABOUT PROJECT RISK REGISTERS

				Every project we have any responsibility for delivering should have a project risk register - it is a useful tool to ensure important things have been considered and safeguards put in place wherever possible. It is a live planning & monitoring tool, to be updated and added to regularly.

				The Executive Producer owns the risk register, with Producer, Assistant Producer and third parties contributing.

				Third parties cannot own the risk register: there are some risks we cannot devolve (most obviously the risk that the third party will not deliver), and we remain responsible even for those we can. Completing a risk register will help ensure nothing falls between the gaps of in-house and third party delivery. You may want to ask the third party to develop the risk register, add your own risks, then keep it up-to-date via your usual communications & updates with them.

				The project team should review the risk register regularly. You might, for example, review all the residual red risks at one meeting, the ambers at the next etc…

				If a risk needs to be escalated, it should be raised via an Executive Producer at Tuesday Programming.

				NB Project risk registers are different to event risk assessments.
Event risk assessments are about preventing harm during a fixed period of activity, and completed by the Tech & Ops team.
Project risk registers are about foreseeing and preventing obstacles to your project.

				HOW TO COMPLETE A PROJECT RISK REGISTER

				Every risk (what could happen) has a potential impact (what that might cause) and requires mitigating action (what you're doing to prevent it). The risk owner is the person responsible for the risk and mitigating action.

				Risks are scored twice:
Firstly the inherent score, before mitigation, to help you see where to focus your energies;
Then the residual score, as it currently stands, to help you see where your mitigating actions haven't worked or are insufficient.

				Finally, when the risk is no longer a risk to the project, set its status to Closed, so you can filter it out of future reviews.

				Hover over a column heading on the risk register for help on what to put in that column.

				PROMPTS

				Here is a non-exhaustive list of risks you might consider for your project, with prompts for potential impact & mitigating action:

				RISK		POTENTIAL IMPACT		MITIGATING ACTION

				Artistic content not representative of vision		Reputational damage with creative team, stakeholders and general public		eg well managed creative process, management of expectations

				Cost forecasts inaccurate		Project goes over budget or other project costs must be reduced or removed		eg thorough planning, reliable quotes

				Decision making causes delays		Additional pressure on internal project team		eg foreseeing required decisions (greenlight, on sale etc) and scheduling them in

				Failure to attract audience/participants		Failure to achieve project objectives and Hull 2017 KPIs		eg full MarComms plan

				Failure to contract all parties effectively		Inability to deliver project		eg early involvement of Legal team, use of standard templates

				Failure to engage creative team		Inability to deliver project

				Failure to pay creative team, suppliers etc in timely manner		Relationships sour; third parties unable to deliver due to cashflow issues		eg early setting up of suppliers on system, correct use of POs, management of expectations

				Failure to secure appropriate venue		Inability to deliver project		eg early discussions, backup plans

				Failure to secure necessary permissions or licences		Inability to delivery project		eg early involvement of Tech & Ops team, appropriate slot at ESAG

				Ill-defined scope: full extent of the project not explored and understood		Additional pressure on internal project team; core components of project put at risk		eg thorough planning

				Insufficient budget		Inability to deliver project		eg accurate forecasts, management of expectations

				Insufficient insurance cover		Significant legal, financial and reputational repercussions for all partners		eg early involvement of Legal team

				Lack of project management		Project gets out of control; ineffective working causes unnecessary pressure; no agreement on roles, responsibilities, outcomes etc		eg roles & responsibilities defined, regular use of Artifax inc milestones, regular project team updates and/or meetings

				Partners fail to support/deliver as expected		Additional pressure on internal project team		eg clear roles & responsibilities, contracts where required, regular updates

				Procurement process causes delays		Additional pressure on internal project team; failure to procure correctly causes legal issues		eg early involvement of Tech & Ops team

				Project documentation not managed centrally		Files get out of sync; people work on different versions simultaneously; no 'single source of truth'		eg agreement on shared document space with controlled access

				Reduced availability of project team (due to capacity, leave, turnover, illness etc)		Additional pressure on internal project team		eg reliable documentation to allow others to pick up in someone's absence, advance planning for capacity & planned leave

				Scope creep: uncontrolled additions to the project		Additional pressure on internal project team; core components of project put at risk		eg clearly defined project scope, clear process for managing change

				Staff or partners inexperienced		Work takes longer than necessary; threats or opportunities are missed		eg making more experienced staff available for support, training if required

				Suppliers fail to deliver		Inability to deliver project		eg thorough agreements/contracts

				Weather or natural environment		Inability to deliver project as intended		eg weatherproofing, indoor alternatives





Risk register

										Inherent								Residual																		Open

		Ref		Risk

Crawford James: Crawford James:
What might happen?		Potential impact

Crawford James: Crawford James:
What would be the result of that happening?		Risk owner

Crawford James: Crawford James:
Who is responsible for managing this risk?		Likelihood
(1-5)

Crawford, James: Crawford, James:
1 - Rare, 2 - Unlikely, 3 - Possible, 4 - Likely, 5 - Almost certain		Impact
(1-5)

Crawford, James: Crawford, James:
1 - Negligible, 2 - Minor, 3 - Moderate, 4 - Major, 5 - Catastrophe		Risk level		Mitigating action

Crawford James: Crawford James: What has happened, and what else is planned, to reduce either likelihood or impact of the risk happening, or both - only drop Residual Risk when these actions have taken effect.		Likelihood (1-5)

Crawford, James: Crawford, James:
1 - Rare, 2 - Unlikely, 3 - Possible, 4 - Likely, 5 - Almost certain		Impact
(1-5)

Crawford, James: Crawford, James:
1 - Negligible, 2 - Minor, 3 - Moderate, 4 - Major, 5 - Catastrophe		Risk level		Status

Crawford James: Crawford James:
Set to 'Closed' when it is no longer a risk to the project, eg all permissions are secured, all parties are contracted...												Closed

		1		Failure to pay creative team, suppliers etc in timely manner		Relationships sour; third parties unable to deliver due to cashflow issues		Robbie		1		5		5		Suppliers made aware of 30-day payment terms and all been set up on system already. POs raised and awaiting approval. Project budget includes detailed projected cashflow and Finance team are aware.		2		5		10		Open

		2		Scope creep: uncontrolled additions to the project		Additional pressure on internal project team; core components of project put at risk		Robbie		3		1		3		Scope of project signed off at SLT at greenlight. Detailed project brief attached to commissioning & production agreement. All aware that no additional budget is available for extra activity.		2		1		2		Open

		3		Artistic content not representative of vision		Reputational damage with creative team, stakeholders and general public		Robbie		3		1		3		well managed creative process, management of expectations - flexibility of project changing visually		2		1		2		Open

		4		Cost forecasts inaccurate		Project goes over budget or other project costs must be reduced or removed		Robbie		2		2		4		eg thorough planning, reliable quotes & ScrapStore reserves		1		2		2		Open

		5		Decision making causes delays		Additional pressure on internal project team		Robbie		1		1		1		eg foreseeing required decisions (greenlight, on sale etc) and scheduling them in		1		1		1		Open

		6		Failure to attract audience/participants		Failure to achieve project objectives and Hull 2017 KPIs		Robbie		4		3		12		Utilising Social Media 		3		3		9		Open

		7		Failure to engage creative team		Inability to deliver project		Robbie		1		1		1				1		1		1		Open

		8		Failure to pay creative team, suppliers etc in timely manner		Relationships sour; third parties unable to deliver due to cashflow issues		Robbie		1		1		1		Funding covers all payments		1		1		1		Open

		9		Ill-defined scope: full extent of the project not explored and understood		Additional pressure on internal project team; core components of project put at risk		Robbie		2		2		4		eg thorough planning and regular meetings		2		2		4		Open

		10		Insufficient budget		Inability to deliver project		Robbie		4		1		4		eg accurate forecasts, management of expectations & ScrapStore reserves		3		1		3		Open

		11		Lack of project management		Project gets out of control; ineffective working causes unnecessary pressure; no agreement on roles, responsibilities, outcomes etc		Robbie		1		1		1		eg roles & responsibilities defined, milestones, regular project team updates and/or meetings		1		1		1		Open

		12		Partners fail to support/deliver as expected		Additional pressure on internal project team		Robbie		2		2		4		eg clear roles & responsibilities, contracts where required, regular updates		1		2		2		Open

		13		Project documentation not managed centrally		Files get out of sync; people work on different versions simultaneously; no 'single source of truth'		Robbie		1		1		1		eg agreement on shared document space with controlled access		1		1		1		Open

		14		Reduced availability of project team (due to capacity, leave, turnover, illness etc)		Additional pressure on internal project team		Robbie		2		1		2		eg reliable documentation to allow others to pick up in someone's absence, advance planning for capacity & planned leave		2		1		2		Open

		15		Scope creep: uncontrolled additions to the project		Additional pressure on internal project team; core components of project put at risk		Robbie		2		1		2		eg clearly defined project scope, clear process for managing change		3		1		3		Open

		16		Building becomes unavailable		Inability to deliver project		Robbie		1		5		5		Alternative premises have been sourced ICE		1		5		5		Open

		17		Staff or partners inexperienced		Work takes longer than necessary; threats or opportunities are missed		Robbie		1		1		1		eg making more experienced staff available for support, training if required				1		0		Open



Hull 2017 Risk Register		
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Microsoft_Excel_Worksheet2.xlsx
Guidance

				ABOUT PROJECT RISK REGISTERS

				Every project we have any responsibility for delivering should have a project risk register - it is a useful tool to ensure important things have been considered and safeguards put in place wherever possible. It is a live planning & monitoring tool, to be updated and added to regularly.

				The Executive Producer owns the risk register, with Producer, Assistant Producer and third parties contributing.

				Third parties cannot own the risk register: there are some risks we cannot devolve (most obviously the risk that the third party will not deliver), and we remain responsible even for those we can. Completing a risk register will help ensure nothing falls between the gaps of in-house and third party delivery. You may want to ask the third party to develop the risk register, add your own risks, then keep it up-to-date via your usual communications & updates with them.

				The project team should review the risk register regularly. You might, for example, review all the residual red risks at one meeting, the ambers at the next etc…

				If a risk needs to be escalated, it should be raised via an Executive Producer at Tuesday Programming.

				NB Project risk registers are different to event risk assessments.
Event risk assessments are about preventing harm during a fixed period of activity, and completed by the Tech & Ops team.
Project risk registers are about foreseeing and preventing obstacles to your project.

				HOW TO COMPLETE A PROJECT RISK REGISTER

				Every risk (what could happen) has a potential impact (what that might cause) and requires mitigating action (what you're doing to prevent it). The risk owner is the person responsible for the risk and mitigating action.

				Risks are scored twice:
Firstly the inherent score, before mitigation, to help you see where to focus your energies;
Then the residual score, as it currently stands, to help you see where your mitigating actions haven't worked or are insufficient.

				Finally, when the risk is no longer a risk to the project, set its status to Closed, so you can filter it out of future reviews.

				Hover over a column heading on the risk register for help on what to put in that column.

				PROMPTS

				Here is a non-exhaustive list of risks you might consider for your project, with prompts for potential impact & mitigating action:

				RISK		POTENTIAL IMPACT		MITIGATING ACTION

				Artistic content not representative of vision		Reputational damage with creative team, stakeholders and general public		eg well managed creative process, management of expectations

				Cost forecasts inaccurate		Project goes over budget or other project costs must be reduced or removed		eg thorough planning, reliable quotes

				Decision making causes delays		Additional pressure on internal project team		eg foreseeing required decisions (greenlight, on sale etc) and scheduling them in

				Failure to attract audience/participants		Failure to achieve project objectives and Hull 2017 KPIs		eg full MarComms plan

				Failure to contract all parties effectively		Inability to deliver project		eg early involvement of Legal team, use of standard templates

				Failure to engage creative team		Inability to deliver project

				Failure to pay creative team, suppliers etc in timely manner		Relationships sour; third parties unable to deliver due to cashflow issues		eg early setting up of suppliers on system, correct use of POs, management of expectations

				Failure to secure appropriate venue		Inability to deliver project		eg early discussions, backup plans

				Failure to secure necessary permissions or licences		Inability to delivery project		eg early involvement of Tech & Ops team, appropriate slot at ESAG

				Ill-defined scope: full extent of the project not explored and understood		Additional pressure on internal project team; core components of project put at risk		eg thorough planning

				Insufficient budget		Inability to deliver project		eg accurate forecasts, management of expectations

				Insufficient insurance cover		Significant legal, financial and reputational repercussions for all partners		eg early involvement of Legal team

				Lack of project management		Project gets out of control; ineffective working causes unnecessary pressure; no agreement on roles, responsibilities, outcomes etc		eg roles & responsibilities defined, regular use of Artifax inc milestones, regular project team updates and/or meetings

				Partners fail to support/deliver as expected		Additional pressure on internal project team		eg clear roles & responsibilities, contracts where required, regular updates

				Procurement process causes delays		Additional pressure on internal project team; failure to procure correctly causes legal issues		eg early involvement of Tech & Ops team

				Project documentation not managed centrally		Files get out of sync; people work on different versions simultaneously; no 'single source of truth'		eg agreement on shared document space with controlled access

				Reduced availability of project team (due to capacity, leave, turnover, illness etc)		Additional pressure on internal project team		eg reliable documentation to allow others to pick up in someone's absence, advance planning for capacity & planned leave

				Scope creep: uncontrolled additions to the project		Additional pressure on internal project team; core components of project put at risk		eg clearly defined project scope, clear process for managing change

				Staff or partners inexperienced		Work takes longer than necessary; threats or opportunities are missed		eg making more experienced staff available for support, training if required

				Suppliers fail to deliver		Inability to deliver project		eg thorough agreements/contracts

				Weather or natural environment		Inability to deliver project as intended		eg weatherproofing, indoor alternatives





Risk register

										Inherent								Residual																		Open

		Ref		Risk

Crawford James: Crawford James:
What might happen?		Potential impact

Crawford James: Crawford James:
What would be the result of that happening?		Risk owner

Crawford James: Crawford James:
Who is responsible for managing this risk?		Likelihood
(1-5)

Crawford, James: Crawford, James:
1 - Rare, 2 - Unlikely, 3 - Possible, 4 - Likely, 5 - Almost certain		Impact
(1-5)

Crawford, James: Crawford, James:
1 - Negligible, 2 - Minor, 3 - Moderate, 4 - Major, 5 - Catastrophe		Risk level		Mitigating action

Crawford James: Crawford James: What has happened, and what else is planned, to reduce either likelihood or impact of the risk happening, or both - only drop Residual Risk when these actions have taken effect.		Likelihood (1-5)

Crawford, James: Crawford, James:
1 - Rare, 2 - Unlikely, 3 - Possible, 4 - Likely, 5 - Almost certain		Impact
(1-5)

Crawford, James: Crawford, James:
1 - Negligible, 2 - Minor, 3 - Moderate, 4 - Major, 5 - Catastrophe		Risk level		Status

Crawford James: Crawford James:
Set to 'Closed' when it is no longer a risk to the project, eg all permissions are secured, all parties are contracted...												Closed

		1		Failure to pay creative team, suppliers etc in timely manner		Relationships sour; third parties unable to deliver due to cashflow issues		Robbie		1		5		5		Suppliers made aware of 30-day payment terms and all been set up on system already. POs raised and awaiting approval. Project budget includes detailed projected cashflow and Finance team are aware.		2		5		10		Open

		2		Scope creep: uncontrolled additions to the project		Additional pressure on internal project team; core components of project put at risk		Robbie		3		1		3		Scope of project signed off at SLT at greenlight. Detailed project brief attached to commissioning & production agreement. All aware that no additional budget is available for extra activity.		2		1		2		Open

		3		Artistic content not representative of vision		Reputational damage with creative team, stakeholders and general public		Robbie		3		1		3		well managed creative process, management of expectations - flexibility of project changing visually		2		1		2		Open

		4		Cost forecasts inaccurate		Project goes over budget or other project costs must be reduced or removed		Robbie		2		2		4		eg thorough planning, reliable quotes & ScrapStore reserves		1		2		2		Open

		5		Decision making causes delays		Additional pressure on internal project team		Robbie		1		1		1		eg foreseeing required decisions (greenlight, on sale etc) and scheduling them in		1		1		1		Open

		6		Failure to attract audience/participants		Failure to achieve project objectives and Hull 2017 KPIs		Robbie		4		3		12		Utilising Social Media 		3		3		9		Open

		7		Failure to engage creative team		Inability to deliver project		Robbie		1		1		1				1		1		1		Open

		8		Failure to pay creative team, suppliers etc in timely manner		Relationships sour; third parties unable to deliver due to cashflow issues		Robbie		1		1		1		Funding covers all payments		1		1		1		Open

		9		Ill-defined scope: full extent of the project not explored and understood		Additional pressure on internal project team; core components of project put at risk		Robbie		2		2		4		eg thorough planning and regular meetings		2		2		4		Open

		10		Insufficient budget		Inability to deliver project		Robbie		4		1		4		eg accurate forecasts, management of expectations & ScrapStore reserves		3		1		3		Open

		11		Lack of project management		Project gets out of control; ineffective working causes unnecessary pressure; no agreement on roles, responsibilities, outcomes etc		Robbie		1		1		1		eg roles & responsibilities defined, milestones, regular project team updates and/or meetings		1		1		1		Open

		12		Partners fail to support/deliver as expected		Additional pressure on internal project team		Robbie		2		2		4		eg clear roles & responsibilities, contracts where required, regular updates		1		2		2		Open

		13		Project documentation not managed centrally		Files get out of sync; people work on different versions simultaneously; no 'single source of truth'		Robbie		1		1		1		eg agreement on shared document space with controlled access		1		1		1		Open

		14		Reduced availability of project team (due to capacity, leave, turnover, illness etc)		Additional pressure on internal project team		Robbie		2		1		2		eg reliable documentation to allow others to pick up in someone's absence, advance planning for capacity & planned leave		2		1		2		Open

		15		Scope creep: uncontrolled additions to the project		Additional pressure on internal project team; core components of project put at risk		Robbie		2		1		2		eg clearly defined project scope, clear process for managing change		3		1		3		Open

		16		Building becomes unavailable		Inability to deliver project		Robbie		1		5		5		Alternative premises have been sourced ICE		1		5		5		Open

		17		Staff or partners inexperienced		Work takes longer than necessary; threats or opportunities are missed		Robbie		1		1		1		eg making more experienced staff available for support, training if required				1		0		Open
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H2017_CPP_BUDGET TO DATE 1.xlsx
INTRO

		HULL UK CITY OF CULTURE 2017

		CREATIVE COMMUNITIES PROGRAMME: BUDGET TEMPLATE



		How do I complete this budget template?

		There are two budget templates that can be accessed via the Tabs below:

		* Income & Expenditure Cash (I&E CASH)

		* Income In-Kind (IN-KIND)



		PROJECT INCOME



		Source: You should select the source type of your income from the drop-down menu, which should be one of the following: 

		* Earned

		* Funding

		* Sponsorship

		* Other



		You can insert multiple items with the same or different sources. 



		Description: You should insert the name of the funder within this column, e.g. Creative Communities Programme, Ticket Sales, Donations



		ORIGINAL: Please insert the value of the income as predicted in your agreement with the Creative Communities Programme



		FORECAST: Please insert the current forecasted value of income to the project (this may be the same or different from the originally expected value) 



		VARIANCE: A formula has been inserted here, so the value should be calculated automatically



		Explanatory Notes: Here you can provide a brief description of any significant difference between predicted and actual income (e.g. funding application unsuccessful)



		PROJECT EXPENDITURE



		Expenditure Type: You should select the expenditure type from the drop-down menu, which should be one of the following:  

		* General Project Costs

		* Equipment & Facilities

		* Marketing & PR

		* Access & Engagement

		* Other 



		You can insert multiple items with the same or different types 



		Description: You should insert a description of each expenditure item. Examples of expenditure items of each expenditure type are given below:

		* General Project Costs (eg. artist, production manager, musician, administrator)

		* Equipment & Facilities (eg. rehearsal space)

		* Marketing & PR (eg. printing, poster design)

		* Access & Engagement (eg. translation, sign-language interpretation services, community workshop, surtitles)

		* Other (e.g. monitoring and evaluation)



		ORIGINAL: Please insert the value of the expenditure as predicted in your agreement with the Creative Communities Programme



		FORECAST: Please insert the actual value of expenditure to date achieved by the project (this may be the same as or different from the predicted value) 



		VARIANCE: A formula has been inserted here, so the value should be calculated automatically



		Explanatory Notes: Here you can provide a brief description of any significant difference between predicted and actual expenditure (e.g. price increaes, secured as in-kind rather than cash expenditure)



		IN-KIND



		You should include In-Kind support in income only. In-Kind support is used to describe any materials and services that you would otherwise have to pay for, 

		but are being provided free of charge or at a reduced rate. If you are being provided services at a reduced rate, please indicate the monetary value of that support (in income). 

		Examples of In-Kind support include (but are not limited to) equipment or rehearsal space being provided for free or a discount on their cost. 









I&E CASH

		CASH BUDGET

		Name of Individual / Organisation: 		Hull Play Resource Centre (ScrapStore)

		Name of Project :		Re-Made in Hull

		INCOME SOURCE		DESCRIPTION		ORIGINAL		FORECAST		VARIANCE		EXPLANATORY NOTES

		Funding		Hull 2017 Creative Communities Programme		9,968.00		9,968.00		£0.00

		INCOME TOTAL:				£9,968.00		£9,968.00		£0.00



		EXPENDITURE TYPE		DESCRIPTION		ORIGINAL		FORECAST		VARIANCE		EXPLANATORY NOTES

		General project costs		4 x Artists for Workshop Delivery Time x 12 Saturdays x 144 hours		2,592.00		2,592.00		£0.00

		General project costs		4 x Artists for Workshop Delivery Time x 5 Days Half Term x 60 hours		1,080.00		1,080.00		£0.00

		General project costs		6 x Community Artists for Workshop Preparation and Construction x 68 hours		1,224.00		1,224.00		£0.00

		General project costs		Resource Coordinator, Materials and equipment to support workshop construction x 25 hours		250		250		£0.00

		General project costs		Project Management, Project Administration and Workshop Administration x 35 hours		700		700		£0.00

		General project costs		Evaluation, Documentation and Information Collation delivery time x 45 hours		450		600		-£150.00

		Equipment & Facilities		Reclaimed Resources at £40 per workshop x 34		1360		1360		£0.00

		Equipment & Facilities		6 x ‘ReMade in Hull’ Workshop Costumes and relevant branding		360		360		£0.00

		Equipment & Facilities		Soft Workshop Factory Floor Replica (interlocking tiles) and wall/ceiling decoration		725		672		£53.00

		Marketing & PR		10,000 Double Sided A5 Leaflets Printed and Delivered to HU3 area		477.6		477.6		£0.00

		Access & Engagement		Venue Hire and Management at Hull Play Resource Centre x 68 hours access		680		680		£0.00

		Access & Engagement		Participant Welfare		70		70		£0.00

		EXPENDITURE TOTAL:				£9,968.60		£10,065.60		-£97.00



		Note: Your Income and Expenditure totals should balance















































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































IN-KIND

		IN-KIND BUDGET

		Name of Individual / Organisation: 

		Name of Project :

		INCOME SOURCE		DESCRIPTION		ORIGINAL		FORECAST		VARIANCE		EXPLANATORY NOTES

		In-Kind		Marketing & PR to ScrapStore Membership Database at 1,500 members – creation of weekly newsletter and update of corresponding activities x 12 hours		240		250		-£10.00

		In-Kind		Access & Engagement document translation service Lingo24 starter pack (upon request) for up to 500,000 words through ScrapStore core service cost.		90		0		£90.00

		In-Kind		6 x Community Artist Welfare		340		360		-£20.00		Costumes addition

		In-Kind		Additional Construction For Hallway		£0.00		£400.00		-£400.00		Additional in-kind 

		In-Kind								£0.00

		In-Kind								£0.00

		In-Kind								£0.00

		In-Kind								£0.00

		In-Kind								£0.00

		In-Kind								£0.00

		INCOME TOTAL:				£670.00		£1,010.00		-£340.00









































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Sheet4

		List of Income Sources:

		Earned

		Funding

		Sponsorship

		Other

		List of Expeniture Types:

		General project costs

		Equipment & Facilities

		Marketing & PR

		Access & Engagement

		Other
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INTRO

		HULL UK CITY OF CULTURE 2017

		CREATIVE COMMUNITIES PROGRAMME: BUDGET TEMPLATE



		How do I complete this budget template?

		There are two budget templates that can be accessed via the Tabs below:

		* Income & Expenditure Cash (I&E CASH)

		* Income In-Kind (IN-KIND)



		PROJECT INCOME



		Source: You should select the source type of your income from the drop-down menu, which should be one of the following: 

		* Earned

		* Funding

		* Sponsorship

		* Other



		You can insert multiple items with the same or different sources. 



		Description: You should insert the name of the funder within this column, e.g. Creative Communities Programme, Ticket Sales, Donations



		ORIGINAL: Please insert the value of the income as predicted in your agreement with the Creative Communities Programme



		FORECAST: Please insert the current forecasted value of income to the project (this may be the same or different from the originally expected value) 



		VARIANCE: A formula has been inserted here, so the value should be calculated automatically



		Explanatory Notes: Here you can provide a brief description of any significant difference between predicted and actual income (e.g. funding application unsuccessful)



		PROJECT EXPENDITURE



		Expenditure Type: You should select the expenditure type from the drop-down menu, which should be one of the following:  

		* General Project Costs

		* Equipment & Facilities

		* Marketing & PR

		* Access & Engagement

		* Other 



		You can insert multiple items with the same or different types 



		Description: You should insert a description of each expenditure item. Examples of expenditure items of each expenditure type are given below:

		* General Project Costs (eg. artist, production manager, musician, administrator)

		* Equipment & Facilities (eg. rehearsal space)

		* Marketing & PR (eg. printing, poster design)

		* Access & Engagement (eg. translation, sign-language interpretation services, community workshop, surtitles)

		* Other (e.g. monitoring and evaluation)



		ORIGINAL: Please insert the value of the expenditure as predicted in your agreement with the Creative Communities Programme



		FORECAST: Please insert the actual value of expenditure to date achieved by the project (this may be the same as or different from the predicted value) 



		VARIANCE: A formula has been inserted here, so the value should be calculated automatically



		Explanatory Notes: Here you can provide a brief description of any significant difference between predicted and actual expenditure (e.g. price increaes, secured as in-kind rather than cash expenditure)



		IN-KIND



		You should include In-Kind support in income only. In-Kind support is used to describe any materials and services that you would otherwise have to pay for, 

		but are being provided free of charge or at a reduced rate. If you are being provided services at a reduced rate, please indicate the monetary value of that support (in income). 

		Examples of In-Kind support include (but are not limited to) equipment or rehearsal space being provided for free or a discount on their cost. 









I&E CASH

		CASH BUDGET

		Name of Individual / Organisation: 		Hull Play Resource Centre (ScrapStore)

		Name of Project :		Re-Made in Hull

		INCOME SOURCE		DESCRIPTION		ORIGINAL		FORECAST		VARIANCE		EXPLANATORY NOTES

		Funding		Hull 2017 Creative Communities Programme		9,968.00		9,968.00		£0.00

		INCOME TOTAL:				£9,968.00		£9,968.00		£0.00



		EXPENDITURE TYPE		DESCRIPTION		ORIGINAL		FORECAST		VARIANCE		EXPLANATORY NOTES

		General project costs		4 x Artists for Workshop Delivery Time x 12 Saturdays x 144 hours		2,592.00		2,592.00		£0.00

		General project costs		4 x Artists for Workshop Delivery Time x 5 Days Half Term x 60 hours		1,080.00		1,080.00		£0.00

		General project costs		6 x Community Artists for Workshop Preparation and Construction x 68 hours		1,224.00		1,224.00		£0.00

		General project costs		Resource Coordinator, Materials and equipment to support workshop construction x 25 hours		250		250		£0.00

		General project costs		Project Management, Project Administration and Workshop Administration x 35 hours		700		700		£0.00

		General project costs		Evaluation, Documentation and Information Collation delivery time x 45 hours		450		600		-£150.00

		Equipment & Facilities		Reclaimed Resources at £40 per workshop x 34		1360		1360		£0.00

		Equipment & Facilities		6 x ‘ReMade in Hull’ Workshop Costumes and relevant branding		360		360		£0.00

		Equipment & Facilities		Soft Workshop Factory Floor Replica (interlocking tiles) and wall/ceiling decoration		725		672		£53.00

		Marketing & PR		10,000 Double Sided A5 Leaflets Printed and Delivered to HU3 area		477.6		477.6		£0.00

		Access & Engagement		Venue Hire and Management at Hull Play Resource Centre x 68 hours access		680		680		£0.00

		Access & Engagement		Participant Welfare		70		70		£0.00

		EXPENDITURE TOTAL:				£9,968.60		£10,065.60		-£97.00



		Note: Your Income and Expenditure totals should balance















































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































IN-KIND

		IN-KIND BUDGET

		Name of Individual / Organisation: 

		Name of Project :

		INCOME SOURCE		DESCRIPTION		ORIGINAL		FORECAST		VARIANCE		EXPLANATORY NOTES

		In-Kind		Marketing & PR to ScrapStore Membership Database at 1,500 members – creation of weekly newsletter and update of corresponding activities x 12 hours		240		250		-£10.00

		In-Kind		Access & Engagement document translation service Lingo24 starter pack (upon request) for up to 500,000 words through ScrapStore core service cost.		90		0		£90.00

		In-Kind		6 x Community Artist Welfare		340		360		-£20.00		Costumes addition

		In-Kind		Additional Construction For Hallway		£0.00		£400.00		-£400.00		Additional in-kind 

		In-Kind								£0.00

		In-Kind								£0.00

		In-Kind								£0.00

		In-Kind								£0.00

		In-Kind								£0.00

		In-Kind								£0.00

		INCOME TOTAL:				£670.00		£1,010.00		-£340.00









































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Sheet4

		List of Income Sources:

		Earned

		Funding

		Sponsorship

		Other

		List of Expeniture Types:

		General project costs

		Equipment & Facilities

		Marketing & PR

		Access & Engagement

		Other
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