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Project Management Team: 
Capital Programme Team

Project Manager

Quality Assurance: 
Design Stage Review 

Group
•Client Officers 

•Assistant Director 
Property & Capital 

Projects
•Head of Project Delivery

•Finance Manager
•Construction 
Procurement

•Sustainability Manager
•Design Team

•Client Design Advisor

Project/Design Resources

Design Consultants:
Lead Consultant
Space Planner

FF&E Consultant
Contract Administrator

Cost Manager
Services Engineers
Structural Engineer

ICT
Clerk of Works

Highways
Acoustician

Other Design/Project 
Resources

Assistant Director Property & 
Capital Projects

Contractor(s)

Main Contractor 
Not Yet Appointed

Other 
Suppliers/ 

Contractors

Not Yet 
AppointedSub Contractor(s)

Head of Project Delivery

Key Stakeholders

PROJECT SPONSOR:  Asst Director of Customer Services

CLIENT: Head of  Revenues, Benefits and Customer Services   

Project Sponsor – Assistant Director for Customer 
Services 
Lead Client Officer – Assistant Head of Revenues, 
Benefits and Customer Services
End Users – Frontline Customer Services, Community 
Housing Services,  Homes for Haringey, Libraries and 
Culture
Head of Asset Management  
Assistant Director Property and Capital Projects
Assistant Director for Environmental Services and 
Community Safety

Assistant Head of Customer Services
Customer Services Transformation Programme 
Team
Head of Housing Support & Options
Head of Commissioned services, Community 
Housing Services
Housing Transformation Programme Team
Interim Head of Libraries and Culture
Haringey Council  - Directors Group/Senior 
Leadership Team (SLT)
Building Leaseholder
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APPENDIX 1 – MEETING MATRIX EXAMPLE 

Apex House Service Relocation - MGL Adaptations
KEY
Facilitator F
Paricipant P
Participtant and Presentation PP
Attendance on request/As required AR
Not Required NR

Meeting Title Frequency
Meeting 
Duration P

M

L
e

ad
 D

es
ig

n
/S

p
ac

e
 P

la
n

n
er

F
F

&
E

Q
S

M
ec

h
E

le
c

C
D

A

A
co

u
st

ic
ia

n
C

O
W

C
A

/E
A

C
o

n
tr

ac
to

r
P

ro
cu

re
m

en
t.

..
A

cc
o

m
m

o
d

at
io

n
 M

g
r

C
D

M
C

O
th

er
...

Deisgn Development
Project Team Meetings Monthly 2 hrs F P P P P P P NR NR AR NR P P P
Design Team Meeting As required 2 hrs AR F P P P P AR AR NR NR NR NR AR P
Design Stage Review Group Stages B, C, D, E/F F PP P PP AR AR AR AR NR NR NR P P AR
Issue Resolution As required As required AR AR P AR AR AR AR NR AR AR AR NR NR AR
Value Engineering Workshops Stages B, C, D, E/F1/2 Day F P P PP P P P AR AR P AR NR NR AR
Risk Workshop Stages B, C, D, E/F1-2 hrs F P P P P P P NR P P AR NR NR P
Procurement Strategy Workshop Stages B, C, D, E/F1-2 hrs P P P F P P P NR P P AR P NR AR

Consultation
Steering Group Meetings (MGPB) Monthly 2hrs AR AR AR AR AR AR AR NR NA NR NA NR P AR
DQI Workshops 2 1 Day F P AR NR NR NR NR AR NR NR NR NR AR NR

Statutory 
Planning Forum (Committee) As required 1/2 Day AR P AR NR AR AR AR AR NR NR NR AR NR AR
Building Control Consultation As required 1/2 Day AR P AR NR AR AR AR AR NR NR NR AR NR AR

Construction Period
Programme Review  Meetings As required 1-2 hrs F P AR P P P P NR P P P NR NR AR
Site Progress Meetings Monthly 3hrs P P AR P P P P NR P F P NR P P
Issue Resolution As required As required AR AR AR AR AR AR AR NR AR AR AR NR NR AR
Design Team Meeting (DB) As required 2 hrs AR P AR P P P P NR P AR F NR AR P
Value Engineering Workshop As required 2 hrs F P AR P P P P NR P AR AR NR AR AR

MGPB - Marcus Garvey Project Board
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APPENDIX 2 – EXISTING FLOOR PLAN – GROUND FLOOR, 
MARCUS GARVEY LIBRARY (NOT TO SCALE) 
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APPENDIX 3 – EXISTING FLOOR PLAN – 1ST FLOOR MARCUS 
GARVEY LIBRARY (NOT TO SCALE) 
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APPENDIX 4 – VARIATION CONTROL FORM 

Change Request Form 

Place & Sustainability: Capital Programme Team 

days 

(+/- days) 

Variation Title 

Date Raised: 

Variation Description 
 

Variation Detail 

 
 
 

Decision required by: 

Is Change Critical:  Cost of Variation: 
£0.00  

0 
 
 

Variation Summary 

Project: 
Change Number: 
Urgency: 

  
Programme Impact: 

Other Costs:   

 

n/a 
Fees of Variation:  

Cost and Time Implications 

Cost of Variation:  

 

 

Implication Commentary 

Remaining Contingency: 

- £                             

Estimated Time Implications… 
 

Construction Completion: 

After Variation 

 

Programme Manager 

 

Design Implications 

No 

End User/Service Delivery  
Implications 

 

Approva
l 

Other Implications 

 

H&S Implications 

Has PM exceeded their  
Monthly (£5k) limit? 

Recommended Funding  
Source: 

(date) 

Cash Limit Budget: 
Projected Project Cost: 

(date) 

Approval Required From:  

Before Variation 

 
Projected Project Cost: 

Total Variation Cost: 

Timescale Impact: 

 
  

Available Contingency: 

 

(date) Construction Completion:  
Project Closure: 

(date) 
Project Closure: 

Information 
Other ( Please  

Specify… ) 

 
 

 Action 

Distribution 

Approval Decision: 
Decision Date and Time 

Project Sponsor 



APPENDIX 5 – INITIAL RISK LOG 

Title Description Risk 
Category 

Author Impact Probability Status 
Cal. 

RAG 
Status 

Proximity Countermeasures 

Poor Building 
Design 

Design is not appropriate 
for the needs of the end 
user or Client 

Technical   3. 
Medium 

3. 50/50 
(45-55%) 

9 2.A 2. 
Medium 
(Weeks) 

• Client Side Design Advisor appointed 
• Ensure quality review of the designs at each 
project stage and gateway approvals are 
completed within the project life cycle. 
• Ensure appropriate experienced and 
qualified resources are appointed as project 
resources. 
• Ensure project managers adhere to the 
Prince2 or similar approved method for 
delivery of projects 
• Ensure design brief is and specific to  meet 
the full requirements of stakeholders and is 
incorporated into option appraisal process 
§ The use of design quality indicators or 
similar 
§ Ensure a full design review is undertaken 

Poor Quality Quality of the building 
constructed is poor such 
as the quality of 
materials,  fittings, 
finishes, etc. 

Technical   3. 
Medium 

3. 50/50 
(45-55%) 

9 2.A 2. 
Medium 
(Weeks) 

• Ensure quality reviews are completed at all 
projects stages throughout the project life 
cycle 
• Appoint Clerk of Works to each construction 
related project construction activity/stage and 
ensure they have an input into the design 
development process. 
• Ensure project manager adheres to the 
Prince2 or similar approved method for 
delivery of projects 

Exceeding 
project budget  

Exceeding project 
budget  

Economic ` 3. 
Medium 

3. 50/50 
(45-55%) 

9 2.A 2. 
Medium 
(Weeks) 

• Appoint a cost consultant to assist in initial 
project budget review and completion of 
feasibility study.  
• Ensure robust change control management 
for the project. 
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Title Description Risk 
Category 

Author Impact Probability Status 
Cal. 

RAG 
Status 

Proximity Countermeasures 

Not meeting 
Local and 
Central 
Government 
sustainability 
targets 

Design of the building 
not meeting Local and 
Central Government 
sustainability targets due 
to existing building 
constraints or budget 
constraints, etc 

Environmental   3. 
Medium 

3. 50/50 
(45-55%) 

9 2.A 2. 
Medium 
(Weeks) 

• Consider 'ring-fencing' budget for alternative 
energy technology works and hold outside 
individual project budget to prevent initiatives 
being 'value-engineered' out of the project. 
• Ensure that the Haringey Greenest Borough 
Strategy is formally recognised and is 
identified as an objective within the project. 
• Form  a 'Life Cycle and Green Working 
Party' consisting of key stakeholders, property 
manager, programme manager, quality 
assurance team, project managers, Better 
Haringey team, corporate procurement, 
planning and external design/cost consultants 
to assess value of initiatives and maintain 
consistency across the programme. 

No 
community/en
d user/ 
Stakeholder 
'buy in' to the 
project  

No involvement and 
commitment to project 
because in disagreement 
with the proposal 

Political   3. 
Medium 

3. 50/50 
(45-55%) 

9 2.A 2. 
Medium 
(Weeks) 

• Ensure key stakeholders have an active and 
ongoing role in design development and 
construction unity.  

Difficult and 
expensive 
future lifecycle 
issues  

Items such as Security,  
Energy ( heating and 
lighting), building 
Maintenance 

Technical   2. Low 4. Highly 
likely (55-
89%) 

8 2.A 2. 
Medium 
(Weeks) 

• Ensure quality review of the lifecycle costs at 
each project stage and gateway approval are 
completed within the project life cycle. 
• Whole life costing analysis is carried out  as 
part of the option appraisal process 
• Review lesson learnt reports from previous 
CYPS, Diocese and other services projects 
• Review known issues with asset 
management stream lead 

Project does 
not meet the 
sustainability 
targets 

Recycling and waste do 
not meet the set 
sustainable targets  

Environmental   2. Low 2. Unlikely 
(20-44%) 

4 3.G 2. 
Medium 
(Weeks) 

§ Reuse and sustainable targets are set on 
waste 
§ Liaise with Haringey sustainability stream 
lead in corporate procurement 
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Title Description Risk 
Category 

Author Impact Probability Status 
Cal. 

RAG 
Status 

Proximity Countermeasures 

Failure to fully 
inform public 
users of 
changes 

The service offer albeit 
cut down at Tottenham 
is not clear to existing 
customers and other 
vulnerable groups and 
therefore customer 
continue to present for a 
full complement of 
services at Tottenham 
only to be directed to 
wood green resulting in 
reputational issues 
arising 

Political   2. Low 3. 50/50 
(45-55%) 

6 3.G 2. 
Medium 
(Weeks) 

• Communications  
• Member engagement 
• Notification to existing cases 

No cash limit 
budget or fund 
identified 

Budgetary provision not 
approved whilst a more 
strategic solution is 
designed for the service- 
the definition of an 
interim solution is not 
clear – resulting in costs 
and timescale issues 

Economic   3. 
Medium 

3. 50/50 
(45-55%) 

9 2.A 2. 
Medium 
(Weeks) 

Stakeholders fully agreeing the scope and 
service offer as an interim solution only 
 
Ensure cost are identified asap 

Risk of delay 
in 
understanding 
/ updating 
organisational 
structure in 
Customer 
Services 

Delays in decision 
making of final 
organisation/restructure 
and the transformation of 
the Housing functions 
will  affect the final 
structure and therefore 
number of staff to be 
provisioned for across 
the borough resulting in 
extra customer 
congestion at 48 station 
road and a subsequent 
reduction ( and therefore 
reduced benefit ) of the 
investment in Marcus 
Garvey 

Organisationa
l 

  3. 
Medium 

4. Highly 
likely (55-
89%) 

12 1.H 2. 
Medium 
(Weeks) 

Estimate future provision for tier 3 and support 
functions being planned  
 
Understand footfall implications as a result of 
the location of the Housing staff in Wood 
Green or /and Tottenham 
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Title Description Risk 
Category 

Author Impact Probability Status 
Cal. 

RAG 
Status 

Proximity Countermeasures 

Risk of 
branding not 
being in line 
with future 
brand 

Corporate branding 
changes need to be 
accommodated for – 
carpets /colour schemes 
, uniforms may impact 
on what is procured 

Organisationa
l 

  2. Low 3. 50/50 
(45-55%) 

6 3.G 2. 
Medium 
(Weeks) 

Assess timelines and impact of both 
Corporate branding and tactical branding 
changes ( from the Libraries review) and 
procure neutral colour schemes  
 
Use temporary signage and banners with most 
recent logos and colours, which can be easily 
changed for minimal cost. 

Possible high 
cost of interim 
solution 

Perceived  value of 
investing in modern 
workspace design, 
provisioning of HVAC, 
Lighting and acoustics in 
a site that is an interim 
solution 

Economic   3. 
Medium 

3. 50/50 
(45-55%) 

9 2.A 2. 
Medium 
(Weeks) 

Risk assessments, H&S reviews and best 
practices identified to ensure the implications 
are understood 
And an agreement on what is the interim 
timescale for the service 

Risk of 
overuse of 48 
station road 

The moving of tier 3 
services staff into both 
48 Station Road ( as 
duty officers) and Alex 
House may mean an 
increase in footfall of 
walk-ins at 48 Station 
Road causing reduced 
service offering which is 
against corporate targets 

Organisationa
l 

  3. 
Medium 

3. 50/50 
(45-55%) 

9 2.A 2. 
Medium 
(Weeks) 

Utilise the existing desks on the ground floor 
of 48 Station Road as duty desks (utilisation 
rates not optimised currently), 
remove/reconfigure 48 station rd entrance /or 
remove internal interview rooms. Exploit other 
locations (Wood Green Library/Podium to 
conduct meetings). 

Programme 
risk of need for 
specialist 
technology 

QMatic supplier lead 
time may affect 
programme 

Technical   3. 
Medium 

3. 50/50 
(45-55%) 

9 2.A 2. 
Medium 
(Weeks) 

Engage with QMatic and place orders as early 
as possible.  

Continuity of 
Service 

Risk of impact on 
existing Library Service 
in MGL if making space 
for additional services.  
 
 
Need to ensure no break 
in service for customer 
service and housing 
customers 

Political   3. 
Medium 

3. 50/50 
(45-55%) 

9 2.A 2. 
Medium 
(Weeks) 

* Ensure consultation with Libraries 
department to understand service 
requirements. 
* Design Team to include library service 
requirements in feasibility study and prepare 
options for a single cohesive design 
incorporating all services. 
 
* New FF&E will be required unless it can be 
moved over the course of a weekend to allow 



 

Apex House Service Relocation Design Brief V1.0 35 

Title Description Risk 
Category 

Author Impact Probability Status 
Cal. 

RAG 
Status 

Proximity Countermeasures 

for Closure of Apex house on a Friday and 
open at MGL the following Monday. 
* Include in project programme time for staff to 
be shown the new area and gain familiarity 
with their surroundings prior to customers 
using the facility. 

Impact on 
existing users 

Risk of negative impact 
on Fusion Leisure 
customers and exisitng 
library customers if there 
are customers in the 
CSC element of the 
building that are upset or 
disruptive.  This may 
have a consequential 
impact on reputation of 
Fusion or LBH.  

Political   3. 
Medium 

3. 50/50 
(45-55%) 

9 2.A 2. 
Medium 
(Weeks) 

* Develop a design that leads customers to 
different areas of the building and supports 
staff in quickly managing any disruptive 
customers. 
* Include visible CCTV in design so that 
customers are aware of monitoring without the 
need for heavy security presence 

Perception of 
service that 
Project 
Delivery team 
will provide 

Risk that key 
stakeholders are of the 
opinion that project 
delivery team will 
manage any 
consequential impact on 
other service locations 
within the borough (e.g. 
CSC at 48 SR), which is 
outwith the scope of this 
project.  

Political   3. 
Medium 

3. 50/50 
(45-55%) 

9 2.A 2. 
Medium 
(Weeks) 

* Ensure key stakeholders are aware that this 
project relates only to adaptations to Marcus 
Garvey Library and that no consequential 
impact on other properties will fall within the 
scope of this project. 

 

 


