
 

 

HMCTS REFORM DELIVERY PARTNER 

WORK PACKAGE - AGREEMENT FOR 
DELIVERABLES UNDER THE HMCTS 

REFORM DELIVERY PARTNER CONTRACT  

 

AREA OF THE PROGRAMME Portfolio Delivery - 

Embedding the core team 

WORK PACKAGE NUMBER 001 

WORK PACKAGE DATE Contract Commencement - for 6 

months from Effective Date 

 

This Work Package forms part of the agreement for services in relation to the HMCTS Court Reform 
Programme between the Authority and the Supplier (the "Agreement").  Capitalised terms used in this 
Work Package shall have the meaning given to them in Schedule 1 (Definitions) of the Agreement. 

DURING THE COMMISSIONING OF ALL WORK PACKAGES THE AUTHORITY WILL ENDEAVOUR 
TO PROVIDE CLARITY AND DEFINITION ABOUT OUR DIRECTION OF TRAVEL, BE PROFICIENT 
AT DEFINING OUR NEEDS, IDENTIFY DEPENDENCIES, AND WILL OPERATE CLEAR AND 
TRANSPARENT CONTRACT MANAGEMENT TECHNIQUES (AS DEFINED IN SCHEDULE 6.1 
(GOVERNANCE AND CONTRACT MANAGEMENT) OF THE AGREEMENT).  

THE AUTHORITY WILL WORK WITH THE SUPPLIER TO COMPLETE THIS TEMPLATE AND THE 
APPROVAL OF THIS WORK PACKAGE (PRE AND POST COMPLETION) WILL BE IN LINE WITH 
SCHEDULE 2.2 (COMMISSIONING PROCESS) OF THE AGREEMENT.  

IF THE WORK PACKAGE REQUIRES ANY CHANGE THAT IS NOT A 'MINOR WORK PACKAGE 
CHANGE' (AS DEFINED IN THE AGREEMENT), THIS MUST BE AGREED VIA THE CHANGE 
CONTROL PROCEDURE CONTAINED IN IN SCHEDULE 6.2 (CHANGE CONTROL PROCEDURE) 
OF THE AGREEMENT. 

ALL EXIT ACTIVITIES RELATED TO THIS WORK PACKAGE WILL BE MANAGED IN 
ACCORDANCE WITH PARAGRAPH 5 OF SCHEDULE 2.2 (COMMISSIONING PROCESS) AND 
SCHEDULE 6.5 (EXIT MANAGEMENT).  

ALL DOCUMENTATION CREATED WITHIN THIS WORK PACKAGE WILL BE OWNED BY 
MOJ/HMCTS AND THEY WILL RETAIN THE RIGHT FOR DISTRIBUTION. 

 

 

 

 



 

 

1. BACKGROUND  

1.1 Background  

Overall, the change portfolio has: 

 

• A need for a blended approach to resourcing using civil servants, interims/contractors 
and consultants, with a decreasing reliance on the latter across the life of the 
programme; 

• A need for significant consultancy support year on year; and 

• A complex context comprising of multiple dependencies and interdependencies. 

To fulfil the above need, we are currently operating a disaggregated approach to bringing on 

consultancy services and have multiple suppliers in place. Those suppliers are based in 

particular parts of the portfolio, namely People, Service design, Property and Portfolio 

Delivery, but this separation causes issues regarding dependencies, responsibilities and 

doesn’t provide that overarching view that we require. We require a delivery partner that has 

a role across the portfolio.  

 

The above existing consultancy contracts expire during 2017, so we will require a handover 

period (detailed in each initial work package) between the incumbents and the Delivery 

Partner to ensure we sustain the delivery momentum. Details on the incumbent suppliers will 

be provided in the Data Library.  

This core team created within this work package will provide strategic advice and 

leadership to HMCTS Reform by working closely with both central and delivery teams, 

provide commercial partnership to make sure that the transformation is delivered in an 

optimal way, and work closely with the Reform team to impart knowledge of customer-

driven transformation, change and programme delivery. This core team will also manage 

the process (from the Delivery partner perspective) for future work packages and source 

call off resources as required (own or sub-contractors). 

This work package is not about outsourcing accountability or responsibility for delivery of 

HMCTS Reform, but is to develop the core partnership that together successfully delivers 

Reform. 

1.2 Requirements  

Core Team must be in place to manage ongoing activities and should include (but not 

limited to): 

• Senior Leaders – to manage core team and provide guidance and advice to HMCTS 

Change Director and Portfolio Delivery Group 

• Contract and Commissioning Manager – to manage the contract from supplier 

perspective, the commissioning of work packages and attend contract management 

meetings (this role can be combined depending on the Delivery Partner’s model) 

• Resources to support portfolio delivery team as required including: 

 

➢ strategic planning leadership capability (with deep business transformation 

experience) 



 

 

➢ strategic planning analytical capability  (to plan and help facilitate workshops and 

other engagements, produce docs appropriate to support the engagements and 

presentations),  

➢ business change expertise (to drive approach and implementation planning) 

➢ portfolio operations lead (to drive detailed integrated planning and performance 

analysis across the 6 programmes) 

 

o Property Transformation Programme 

o People and Cultural Transformation Programme 

o Transforming Compliance and Enforcement Programme 

o Civil, Family and Tribunals Services Programme 

o Infrastructure and Ops Programme  

o Criminal Justice Common Platform Programme  

(Please see induction pack in Data Library for further detail on programme structure) 

➢ portfolio operations support (to support the operations lead as required to maintain 

current service level) 

The Core Team will need to: 

• have familiarised themselves with the structure of Change Portfolio and the 

objectives/outcomes of the Portfolio – “the what and how” 

• meet/be familiar with the HMCTS Chief Executive,  the HMCTS SMT (Director-level) and 

Portfolio Delivery Group members – “the who” 

• Meet and agree the list of handover activities with all incumbent suppliers (actual 

handover activities will be costed/embedded within relevant initial work packages). 

• Have a strong intellectual grasp of how the delivery model operates and how HMCTS 

functions. 

Our requirement is for business change expertise to drive the approach and implementation 

planning (as stated above).  Driving the approach will be based on a number of core business 

change deliverables (as listed in part 12 of section 2.9, deliverables/outputs).  Over the 

course of the 6 months of the work package, each of these portfolio level deliverables will 

need to be reviewed, maintained or created, as required to drive the business change 

approach and implementation planning. 

1.3 Outcomes  

Establish and embed the Delivery Partner Core Team that will:  

• Provide strategic oversight and powerful strategic thinking and advice to the 

Portfolio leadership team, the SBO/Change Director and SRO to ensure 

successful delivery of Reform. 

• Coordinate, oversee and manage all Delivery Partner resources to ensure that 

adequate resources are available at the right time.–This includes managing and 

assuring the quality of sub-suppliers, induction and performance management, 

and providing exceptional value for money. 

• Provide portfolio delivery support (including planning, managing dependencies, 

identifying and mitigating risk) to ensure the effective transition of HMCTS from 

current state to new state, including knitting together delivery streams to deliver 

cohesive change into the business in a way that supports a customer driven 

service model. 



 

 

• Liaise with Delivery Partner Work Package Leads (identified in each initial work 

package) to ensure coherent delivery. 

• Complete impact assessments for future work packages 
• Ensure consistent strategic integration of delivery components, and consistent 

design, delivery and implementation. 

• Conduct capability analysis and create knowledge transfer and capability plan 

for the senior leaders and portfolio staff, effectively upskilling HMCTS core staff. 

• Engage with and provide clear and compelling communications/briefings for, and 

engagement with, stakeholders - This may include the ability to source and 

secure interim communications resource across a range of capabilities (e.g. 

digital, events, graphic design, copywriting, media creation and writing) and the 

ability to deliver in-house or contract-out specific communications tasks (e.g. 

event management, graphic production of collateral, independent analysis of 

business impact or editorial services).  

• Core Team resource to have relevant experience and expertise in; building a 

delivery partner relationship, portfolio delivery, working in an agile environment, 

building a customer-driven organisation, strategic planning, managing 

dependencies, realising benefits, identifying lessons learned and communicating 

with key stakeholders. 

2. SCOPE AND SERVICES 

2.1 Scope  

See section 1.2, 1.3 and 2.9 detail what is in scope of this work package. 

2.2 Term  

This work package will be in place for 6 months from contract commencement. It is expected 
that a further work package will be developed during the early months of the contract to 
define the role and requirements of the Core Team going forward. 

2.3 Knowledge transfer/capability required  

• Ensure successful knowledge transfer from incumbents and secure the HMCTS 

corporate memory from loss through supplier transition. 

• Undertake a capability gap analysis against the requirements and outcomes 

specified in 1.2 and 1.3 and develop a sustainable capability and skills 

development plan as outlined in the Deliverables (Section 2.9) 

• Incorporate work package Knowledge transfer/capability activities into this 

overarching plan. 

• Agree this plan (and tools) with the Senior Business Owner and implement it. 

2.4 Key Personnel –if applicable. 

(Note: As part of response to ITT - Supplier to insert if applicable) 

2.5 Plan on a page 

(Note: As part of response to ITT - Supplier to insert plan on a page detailing how this work package 
will be delivered) 

 

 



 

 

2.6 Authority Responsibilities 

➢ Desk space – availability of desks for core team to be positioned within HMCTS 

reform at 102 Petty France, London, SW1H 9AJ 

➢ Core team technology – core team will be required to use their own technology 

which is dependent on a data security plan being signed off by MoJ. 

➢ HMCTS Reform Personnel availability – time for Delivery Partner core team to meet 

with key personnel 

➢ Senior Leaders and HMCTS portfolio staff in place – to transfer knowledge to and to 

build their capability 

2.7 Terms of access to Authority Premises 

Any access required to other premises to enable delivery of services if agreed by the Authority will be 
arranged as it arises. 

2.8 Risks, Assumptions, Issues and Dependencies  

(Note: As part of response to ITT - Supplier to insert. These are work package specific. If you have 
any cost affecting assumptions/dependencies please detail them in section 3.3.3) 

ID# Risk/Assumption/ 
Issue or Dependency 

Description Mitigation 

    

    

    

    



 

 

 

2.9 Detailed services: 

ID# DESCRIPTION DELIVERABLE / OUTPUT 

(I.e. milestones, activities) 

ACCEPTANCE CRITERIA  OPERATING 

MODEL 

REQUIRED 

(Will the Supplier be 

responsible for the 

activity? Lead = 

responsible; Support = 

not responsible for this 

activity) 

DUE DATE  

1 Key personnel 

(identified in the 

contract incl. Senior 

Leaders) in place  

Key personnel inducted 

(MILESTONE) 

Key personnel approved (based on 

experience and relationship) by 

SBO and Portfolio Director and in 

place 

Lead Within first week of 

contract 

commencement 

2 Key personnel 

attend meetings 

regarding ways of 

working 

Ways of working agreed 

(ACTIVITY) 

Meetings attended and completed Lead Within first 2 weeks of 

contract 

commencement 

3 Key personnel to 

agree list of 

handover activities 

with incumbent 

suppliers (SEE 

INCUMBENT FINAL 

WORK PACKAGES IN 

DATA LIBRARY) 

List of handover activities agreed 

(actual handover activities to be 

covered under relevant initial work 

package) 

(MILESTONE) 

Meeting with all incumbent 

providers arranged and completed 

and list created and fed into 

Delivery Partner Initial work 

package leads 

Lead Within first 2 weeks of 

contract 

commencement 



 

 

 

4 Core Team Plan / 

Forward Strategy 

DP Transition plan – how they 

will resource the whole Core 

Team and start dates 

Core Team plan provides a clear 

overview on the structure of the 

Core Team; roles, responsibilities 

and accountabilities; and the 

resource profile of the team over 

the life of the contract (to be 

aligned with Portfolio Delivery 

Plan). The plan will be signed off by 

SBO and Portfolio Director 

Lead Within the first two 

weeks of contract 

commencement 

5 Core Team organisational chart 

produced and agreed with SBO 

and Portfolio Director 

(MILESTONE) 

6 Include a plan on managing core 

team resource (ability to flex up 

and down) throughout the 

contract 

(MILESTONE) 

7 Core team (inc Key 

Personnel) to read all 

core material and meet 

relevant staff (including 

SRO, HMCTS SMT and 

Portfolio Delivery Group 

members) to 

understand the what 

and how of reform – to 

enable them to assist in 

key management 

activities and address 

risks when they arise 

Reading materials 

(ACTIVITY) 

Meetings attended and completed 

– core team demonstrated in 

meetings that they understand  the 

overarching what and how of 

reform (HMCTS staff asked by 

HMCTS Contract Manager) 

Lead Within first month of 

contract 

commencement 

8 Meetings with key HMCTS staff 

(ACTIVITY) 



 

 

9 Conduct capability 

analysis and create 

knowledge transfer and 

capability build plan 

Analysis conducted and plan for 

portfolio staff created  

(MILESTONE) 

Plan approved by SBO and HMCTS 

SMT 

Lead Within first 2 months of 

contract 

commencement 

10 Delivery Partner to 

identify and establish a 

strategic planning 

function/team within 

the Portfolio Delivery 

Team, which includes 

planning experts, 

whose size can be 

flexed up or down to 

manage ongoing 

activities 

Building on current work and 

products in place: 

• Integrated portfolio plan 

(maintain and evolve) 

• Detailed IS2 plan including 

critical path and dependencies 

• Develop IS3 plan including 

critical path and dependencies 

• 6 year plan including critical 

path and dependencies 

(MILESTONE) 

Plans approved by MPRG, Portfolio 

Board, PDG 

Lead Within first 2 months of 

contract 

commencement 

11 Detailed dependency analysis 

showing links to benefits 

delivery (working with finance)  

(MILESTONE) 

Plans approved by MPRG, Portfolio 

Board, PDG 

12 Develop critical success 

measures for each interim state 

(MILESTONE) 

Dashboard produced monthly for 

PDG and Portfolio Board 

13 Produce monthly report 

for first 6 months of 

contract management 

Monthly Contract Performance 

report 

Report provided and signed off at 

monthly contract performance 

meeting 

Lead Monthly during first 6 

months 



 

 

meetings (ACTIVITY) 

14 Participate in 

Governance, as 

required and as 

appropriate 

Attend monthly meetings 

including Contract Performance, 

PDG, HMCTS SMT and other 

meetings as required 

(ACTIVITY) 

Record of attendance  Lead Monthly during first 6 

months  

15 Provide advice and 

guidance to 

SRO/Change Director, 

Portfolio Director and 

other leaders as 

required 

Quality strategic advice 

provided as required that 

results in measurable 

improvements  

(ACTIVITY) 

Leaders report to HMCTS Contract 

Manager and reviewed in contract 

management meetings and HMCTS 

Portfolio Board 

Lead Throughout first 6 

months 

16 Support the Portfolio 

Delivery Operations 

Team in providing PMO 

functions to the 

Portfolio as required 

Portfolio risk and issue register 

(is it review and maintain) 

(ACTIVTY) 

Run monthly update process, 

produce monthly report for input 

into performance dashboard  

Lead Monthly during first 6 

months 

17 Portfolio dependency log (is it 

review and maintain) 

(ACTIVITY) 

Run monthly update process, 

produce monthly report for input 

into performance 

18 Portfolio lessons log (maintain 

or create) 

(ACTIVITY) 

Run monthly update process, 

produce monthly report for input 

into performance 

19 Performance dashboard 

demonstrating and analysing 

portfolio delivery performance 

Report for PDG and Portfolio Board 



 

 

(ACTIVITY) 

20 Support the Portfolio 

Business Change Team 

as required 

Business change strategy 

(review, maintain or create as 

required) 

as required Lead Throughout first 6 

months 

21 Change impact assessments for 

portfolio level changes create) 

as required 

22 Business change plans (review , 

maintain or create as required) 

as required 

23 Business readiness assessments 

(review,  maintain or create as 

required) 

as required 

24 Change heat map (review, 

maintain or create as required) 

as required 

24 Business change strategy 

(review, maintain or create as 

required) 

as required 

26 Engage with and 

provide 

communications/briefin

gs to stakeholders.  

Provide comms/briefings as 

required (ACTIVITY) 

Comms/briefing approved by SBO 

and/or comms team 

Lead Throughout first 6 

months 



 

 

 

2.10 Insurances – if applicable 

N/A 

 
3. RESOURCING AND COSTS 

3.1 Proposed cost model  

Primary Charging Mechanism 

√ Fixed Price 

 

Secondary Charging Mechanisms 

(Tick optional boxes as applicable) 

 Fixed Price 

Discount √ (Mandatory) 

Milestone Payments √ (Mandatory) 

Risk Factor Uplift √ (Mandatory) 

Productivity Reduction  (Optional) 

Delay Credits  (Optional) 



 

 

 

3.2 Resource Augmentation Work Packages (Not applicable to Initial Work Package) 

3.2.1 Rates (Not applicable to Initial Work Packages) 

 

3.3 Fixed Price Work Packages 

3.3.1 Milestone Plan (for Fixed Price Work Packages) 

(Note: As part of response to ITT – Supplier to complete table) 

NB: a % uplift  will be applied to each relevant Milestone Payment (milestone that directly links to benefits realisation)that may become 
payable to the Supplier as a Bonus (see schedule 5.1 Charges and Invoicing). 

Deliverable 

ID (from 

2.9) 

MILESTONE 

(KEY / NOT 

KEY 

MILESTONE) 

MILESTONE ACHIEVEMENT CRITERIA MILESTONE 

DATE 

DELAY CREDIT 

RATE (IF 

APPLICABLE)  

DELAY 

DEDUCTION 

PERIOD (IF 

APPLICABLE) 

Does this milestone 

have a direct link to 

benefits realisation? 

Yes/No 

       

       

       



 

 

 

3.3.2 Estimated Resources and Effort 

(Note: As part of response to ITT – Supplier to complete table) 

Milestone  

No 

Name of 

resource 

Resource Role 

(Must be a role 

taken from 

theRate Card) 

Prime / 

Subcontracted 

Name of Subcontracting 

Supplier 

Sub-

Contracted 

Day Rate                     

£ 

Markup on 

Sub 

Contracted 

Day Rate 

£ 

Tendered 

Day Rate       

£ 

 

 

Number 

of Days 

 

Tendered 

Cost 

£ 

   Prime   

  

   

   Subcontractor       

   Etc..       

TOTAL        

 

3.3.3 Cost Affecting Assumptions and Dependencies 

(Note: As part of response to ITT – Supplier to complete table if applicable. The impact on cost of any assumptions and dependencies set out 
here is included within the total cost of the Work Package.) 

COST AFFECTING ASSUMPTIONS AND DEPENDENCIES COST 

  

  

TOTAL COST:  

 



 

 

3.3.4 Agreed Fixed Price 

[Note: As part of response to ITT – Supplier to set out the applicable Charges for the agreed Fixed Price based on sections 3.3.1and 
3.3.3.This net price shall NOT exceed 3.3.2] 

 

3.3.5 Agreed Net Cost 

(Note: As part of response to ITT – Supplier to complete table if applicable) 

Cost element Cost 

Fixed Price £ 

** Risk Factor Uplift (delete as appropriate) 

Low 0% 

Medium [x]% 

High [x]% 

£ 

Discount £ 

Other Fixed Costs 

[Note: State what costs are for, e.g. tools] 

£ 

Any expenses (if the Authority has agreed to pay the Reimbursable Expenses 
to the Supplier), together with any applicable cap on Reimbursable Expenses. 

[Note Please refer to the Authority's Current Expenses Policy (see Annex 4 of 
Schedule 5.1 (Charges and Invoicing)] 

£ 

TOTAL AGREED PRICE £ 

  



 

 

 

** Definitions relevant to Risk Factor Uplift: 

Low Risk (low probability and low severity) – Work Package where the 
requirements are well defined and the assumptions/dependencies are 
minimal and/or well understood and manageable. 

Medium Risk (medium probability and medium severity) – Work Package where 
the Supplier bears delivery risk based on a lack of detail in the requirements 
and/or the assumptions/dependencies are reasonably identified and/or 
understood and reasonably manageable but expose the Supplier to risk.  

High Risk (high probability and high severity) – Work Package for complex 
project where the requirement is not completely defined and the 
assumptions/dependencies are not clearly identified and/or understood and 
will present a significant challenge for the Supplier to manage. 

 

If High Risk, List the risk factors that are relevant to the Risk Factor Uplift 

ID  Risk  % Proportion of Risk Factor Uplift 

   

   

 

3.4 Share of Productivity Reduction Differential (if selected in Section 3) 

[Note: As part of response to ITT – Supplier to set out the proportion in which the Differential 
arising from a Productivity Reduction will be split between the Authority and the Supplier.] 

Authority [ ]% 

Supplier [ ]% 

 

3.5 Details of Delay Credits 

[Note: As part of response to ITT – Supplier to set out if selected in Section 3] 

3.6 Anticipated Savings 

[Note: Identify clearly any anticipated savings that are to be achieved by the Supplier under 
the Work Package, together with a statement, where applicable, that those savings are 
eligible for the additional Authority rights of recovery under Clause 28.3.2(f) (Consequential 
Losses).] 

 



 

 

4. SIGNATURE PAGE 

4.1 Approvals 

The below approve the services detailed within this work package are required and approve the 

Supplier to commence this work. 

Name Role Date of Approval 

 Delivery Partner Work Package Lead  

 HMCTS Work Package Lead  

 Delivery Partner Core Team (Impact 

Assessment) 

 

 HMCTS Contract Manager  

 SBO – HMCTS Reform Change Director  

 

 

 



 

 

 

5. POST COMPLETION 

Approval that services within this work package have been successfully completed. 

Documents: insert acceptance criteria 

Meetings/Workshop: insert acceptance criteria 

ACTIVITY  Deliverable/Outcome 

(I.e. document produced, workshop 

arranged/completed…) 

DUE DATE DATE 

COMPLETED 

ACTIVITY 

SIGNED OFF 

BY HMCTS 

Work 

Package 

Lead 

(including 

comments)  

     

     

     

     

NB: Attach exit summary report if at the end of the contract/supplier exiting – ensuring 
knowledge / activities successfully transferred to HMCTS staff or new supplier  

6. SIGN OFF 

The below approves that this work package has been completed within scope, quality and cost. 

Name Role Date of Approval 

Richard Goodman SBO  

 

 

 

 



 

 

 

ANNEX 2 

WORK PACKAGE AUTHORISATION NOTE 

PROGRAMME AREA WORK PACKAGE 
REFERENCE 

WORK PACKAGE DATE 

FINAL WORK PACKAGE PROPOSAL TO BE ATTACHED TO THIS WORK PACKAGE 
AUTHORISATION NOTE  

CONFIRMATION THAT NO TERMS OF THE AGREEMENT HAVE BEEN AMENDED AS A RESULT 
OF THIS WORK PACKAGE (If a Contract Change relating to this Work Package has been agreed, the 
relevant Change Authorisation Note should be attached to this Work Package Authorisation Note) 

SIGNED ON BEHALF OF THE AUTHORITY: SIGNED ON BEHALF OF THE SUPPLIER 

Signature:…………………………………………. Signature:………………………………………… 

Name:…………………………………………….. Name:…………………………………………….. 

Position: Commercial Director  Position: Delivery Partner Contract Manager  

Date:………………………………………………. Date:……………………………………………… 

 

 

 


