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Times & Dates: Meetings will be held monthly at Hillfields Community Hub evenings to be 

arranged. 

Purpose / role of the group:  

• Give Strategic Direction as the project as it develops. 

• Report to the Board of Trustees 

• Uphold the project vision and mission (as agreed by the board) 

• Support the delivery team with ideas, suggestions signposting and discussion 

based on experience 

• Serve and be accountable to the wider community 

• Be able to make effective decisions and to avoid project delays. 

 

Membership:  

• Membership is open to local residents of Hillfields and anyone with skills and 

experience of developing community led housing or other skills that may 

inform the process.  

• The group will be restricted to 7 members  

• The steering group are able to invite non members when this is of value to the 

project.  

• A chair will be elected at the first meeting ho will have the overall task of 

organising meetings and ensuring that group is functioning appropriately.  

 

Sharing of Information and Resources (including confidential materials) 

• The papers will be circulated by email at least 10 days prior to the meetings.  

• If there should be any confidential information to be shared with the steering 

group, in line with GDPR the person charged with distributing the papers will 

send the material to an online password protected server for review by the 

steering group prior to the meeting.  

• Topics for the agenda will be sent collated by the person appointed to 

undertake this work. This will be decided at the first meeting.  

 

Accountability:  

Preamble  

It is important to define and establish the line of accountability between the Board of 

Directors, Steering Committee and Delivery Team (see HF&CT Governance 

Structure PDF) 



 

It is of utmost import to establish the Governance of the project in a way that the 

Trustees are happy with, that stands up to scrutiny from funders and the wider 

community, and that support the Delivery Team to deliver effectively.  

 

It is therefore proposed that the Trustees delegate authority to oversee the 

management and strategy of the project to a Steering Committee to guide the 

project. The primary objectives of the Steering Committee are to: 

 

Purposes of each Organisational Entity 

• The purpose of the Board of Trustees is to be accountable for the success of 

HFCT as an organisation.  

 

• The purpose of the Steering Committee is to direct the housing project with 

skills, knowledge and experience and be accountable for its success.  

 

• The purpose of the Delivery Team is to manage the day to day execution of 

the project within budgets and time limits. 

 

It is vital that sufficient levels of authority are delegated by the Board to the Steering 

Committee and Delivery Team. The level of delegated authority must be approved 

by the Board of Trustees and thus we have clearly laid out the key points for the 

smooth running of the project, for your approval. 

 

Financial Controls 

The delivery team will generate the budgets in preparation for funding bids based on 

the needs of the project and the ground level experience. The Board of Trustees and 

steering group will review any proposed budgets and outcomes and objectives. The 

board of trustees have authority to sign off on budgets as required. Once the budget 

has been agreed by the board of trustees, it can be submitted to funders for 

consideration.  

 

The agreed budget will be managed on a day to day basis by the delivery team, who 

will issue monthly reports to the Board of trustees and steering committee for 

discussion and agreement. There is a +/-10% tolerance in relation to the funding 

expenditure. Any project over or underspend beyond 10% should be discussed and 

agreed with the board, as an ‘exception’ and specific permission sought from funders 

to sanction this spend. 

 

Quality Control 

The Steering Committee will ensure that all objectives have been met throughout the 

project. They will achieve this by considering the key project milestones as defined in 

the funding application for the programme, throughout the project delivery.  

 

the delivery team will report to the Steering Committee monthly and any reviews and 

discuss any solutions or further implementation that may be required.  



 

Minutes of the steering group meetings will be published on the HF&CT website so 

as to be available to the local community. 

 

Working Methods:  

• The composition of the Steering Committee will be in line with equalities 

procedures and policies. It is important that there is a broad representation 

from the local community 

 

• The Chairperson of the Steering Committee manages the process in line with 

HFCT’s constitution as well as existing protocols and procedure already 

agreed by the Board.  

 

• All members of the Steering Committee and Delivery Team agree to adhere to 

these protocols and procedure, which can be reviewed if required by the 

Board of Trustees. 

 

• The Delivery Team manage the work on a day to day basis on behalf of the 

project. They are legally accountable to the board of trustees who are 

accountable to the wider community.  

 

• The delivery team will make proposals to the steering committee as 

opportunities arise. The steering committee will discuss any proposals in 

order to support effective project delivery at all times. 

 

• The delivery team will attend Steering Committee meetings as well as Board 

meetings as part of their working week. The delivery team must send 

apologies if they do not attend 

 

• the Delivery Team do not have any voting rights on the board. 

 

• The Board is ultimately responsible for all HFCT activities and thus has overall 

control of the top-level strategy, finances and vision of the project but should 

work with and rely on the Steering Committee for information and 

recommendations.  

 

• The Delivery Team will steer the project on a day to day basis within the 

agreed budgets and milestones.  

 

The Steering Committee and delivery team are responsible for ensuring that all their 

decisions support adequate stakeholder engagement. In practice this could mean 

approving advice from consultants to ensure that the project is suitable and viable for 

the charity and the wider community it represents. 

 

 

 



Building Project Structure: 

The building project will follow the structure of the RIBA stage plan 2013. This is an 

established and industry standard mechanism for progressing this type of building 

project. The RIBA stages will be used for planning and reporting and can be split into 

additional stages where required by significant project specific milestones. 

 

At the beginning of each stage, the Steering Committee will be asked to review and 

approve a detailed Stage Plan prepared by the Delivery Team, supported by the 

architect. The details will include time, budget and quality objectives.  

 

It will also include tolerances for these project aspects. This will allow the delivery 

team authority to manage the day to day running of the project within the stage plan. 

 

At the end of the stage the Steering Committee will review progress and approve the 

progression to the next stage. The Steering Committee will then report to the Board 

of Trustees. 

 

Regular reporting from the Delivery Team will allow the Steering Committee to voice 

concerns before the completion of a stage. Stage boundaries/milestones will be used 

as an opportunity to benchmark the scheme as it progresses. Agreeing to fix the 

design as much as possible at these points is essential to minimise abortive work. 

This process will include integrating stakeholder feedback. 

 

Review:  

At the end of each stage the Committee will give authority to accept and continue the 

project, benchmarking progress to date. 

Monthly progress reports will be provided by the Delivery Team to accompany 

monthly progress meetings with the Steering Committee. Where there is little to be 

reported other than satisfactory progress, the report may be deemed to be sufficient 

without holding a meeting. 

 

Regular reports will in turn be sent to the Board of Trustees to keep them updated 

and give the opportunity to feedback.  

 

Risk Management Strategy: 

Threats and opportunities will be recorded in the project risk register contributed to 

by the Steering Committee and Board of Trustees and maintained by the Delivery 

Team. The status of current risks will form the basis of project management 

reporting. 

 

Any occurrence which may affect the progress of the project will be reported 

immediately as an issue to the Steering Committee and in turn to the Board of 

Trustees. i.e. an item on the Risk Register that has occurred or an unforeseen 

occurrence. 

 

 



 

 

Definition of terms 

Exceptions 

If the stage plan tolerances for time, budget, cost or quality are exceeded, this is to 

be reported to the Board as an ‘exception’. Where an exception is reported, Board 

authorisation is required to proceed. 

 

Tolerances 

The Project Manager must be given tolerances to work within for time, budget and 

quality. These must apply both to the detailed stage plan as well as the overall 

budget. For time and budget these should be expressed as a percentage. For 

quality, output will be compared against the most up to date project brief.  

 


