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Overview

This advice pack is designed to provide essential guidance for the supply chain
involved in the Warm Homes retrofit programmes. It aims to inform installers,
suppliers, contractors, and other stakeholders in PAS2035 roles about best practice
for delivering high-quality, compliant retrofit projects.

By following the guidelines outlined, the supply chain can enhance project
management, effectively manage risks, ensure compliance with standards,
optimise resources, and engage stakeholders. This will contribute to the successful
delivery of the Warm Homes retrofit programmes, ensuring long-term benefits for
residents and communities.

Project Management Stages and Processes

Project management is designed as a system with key stages and processes to
follow. Figure One outlines some common project stages and steps to consider
such as project initiation, planning, execution, monitoring and controlling and
closure.

Create risk and fraud registers
Establish fraud management plan
and helplines

Plan budget management
Ensure key documents are
accessible and clear

Set up regular project progress reviews
Define project stages

Set KPls and tracking methods
Develop risk management approach
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Figure One - Project management process for the supply chain

Project Management Tools

As well as having processes you will also have tools to use throughout your project.
There is a wide range of tools available, some key examples are shown below:




Planning

Project Schedules
Purpose: Visualise the project schedule, showing tasks, durations, and
dependencies.
Benefits: Helps track progress, ensures project tfimelines are met, and raises
awareness of key milestones and decision points. A well-set-up Gantt chart
can significantly reduce risks, stakeholder management impact, and the
need for change proposals.

Work Breakdown Structure (WBS)
Purpose: Break down the project info smaller, manageable components.
Benefits: Facilitates task assignment and overall project scope management.
Enhances contract management and understanding of turn-key provider
status.

Resource Breakdown Structure (RBS) & Cost Breakdown Structure (CBS)
Purpose: (a) RBS: Categorise and allocate resources needed for the project.
(b) CBS: Break down project costs into detailed components.
Benefits: Ensures efficient resource management, allocation, budgeting, and
cost control.

Project Plan ltems:
A project plan should include:

Dependencies
Milestones

Task or stage owners
Deadlines

Duration of task

People

Organograms
Purpose: To visually represent roles, reporting lines, connections, relationships,
and contact details, aiding external organisations in understanding your
structure.
Benefits: Useful for contact lists, understanding project structure, and
identifying alternative contacts if someone is unavailable.

Stakeholder Management Plan
Preparing to manage stakeholders can save a lot of fime down the track.
ldentifying stakeholders and planning how to maximise engagement while
minimising disruption has the potential o make or break a project.

Communications Plan(s)
This may be broken into more than one plan, such as a resident engagement
plan, a project internal communications plan, a reporting to government




plan, or it may be a single document with sections for these plans and other
communication needs.

Governance Mapping
The overall governance and governance per output, project stage, topic or
team should be mapped.

Risk

Risk and Opportunities Register
Purpose: Document and track potential risks, mitigation strategies, and
opportunities.
Benefits: Essential for retrofit funding applications and project success. Regular
reviews improve risk management and preparedness, helping to avoid
disasters and capitalise on opportunities.

Fraud Control and Management Plans
These plans outline what to do when the unthinkable happens and someone
involved with the project behaves nefariously. Having a strategy for
addressing the risk of fraud can reduce damage to the project's delivery
more quickly.

Risk Management

Risk Management is important to make sure the project runs smoothly as issues can
cause delays, cost money and have impacts on residents. Risk should be
managed throughout the project, and everyone should be involved. Some key
considerations for risk management are outlined below:

How Will You Manage Risk?
Retrofit Coordinator, Refrofit Assessor, Retrofit Designer, and Retrofit Installers
all identify risks.
Document all identified risks in a shared risk register.
Develop and implement mitigation plans for identified risks.
Continuously monitor risks and update the risk register as needed.
Regularly review risks with all stakeholders, including suppliers and contractors.

When Will You Manage Risk?
During the initial assessment phase by the Retrofit Assessor.
During the design phase by the Retrofit Designer.
Throughout the installation phase by the Retrofit Installer.
Continuously throughout the project lifecycle by the Retrofit Coordinator.




Who Will Manage Risk?

Technical risks:
Retrofit Coordinator: Oversees the entire risk management process.
Risk Manager: Appointed by the Retrofit Coordinator to manage the risk
register.
Retrofit Assessor, Designer, and Installer: Responsible for identifying and
reporting risks within their respective areas.

Ofther:
Project milestones, financial, resident engagement, fraud and marketing may
be picked up by various roles such as project managers.

Thresholds for Escalation and Escalation Management Processes
Consider thresholds for when a risk or issue requires extra measures.
High-scoring risks could be subject to weekly monitoring and reporting.
High-scoring risks could be escalated to senior management or external
stakeholders as needed.

Team Operational Approach (e.g., Training and Management)
Provide regular training for all team members on risk identification and
management.
Define and communicate roles and responsibilities for risk management.
Hold regular meetings to discuss risks and mitigation strategies.
Ensure all key documents, including the risk register, are accessible and clear.
Regularly review and improve the risk management approach based on
feedback and lessons learned.

Retrofit Project Risks

Now we discussed the approach, there are some risks specific to retrofit. There are
some common risks to consider below:

Resident Risks
Resident drop-out: Residents may decide to leave the project midway,
causing disruptions and delays.
Lack of resident sign-ups: Insufficient resident participation can hinder the
project's progress and success.

Time and Resource Risks
Time: Delays in project timelines can occur due to unforeseen circumstances
or inefficient processes.
Resource: Limited availability of necessary resources (materials, labor, etc.)
can impact the project's ability to meet deadlines and quality standards.

Financial Risk




Budget: Overspending or misallocation of funds can lead to budget shortfalls
and financial strain on the project.

Funding: Challenges in securing or maintaining funding can jeopardise the
project's confinuation and completion.

Fraud: Financial fraud can occur, leading to loss of funds and trust, and
potentially halting the project.

Stakeholder and Compliance Risks
Stakeholders: Mismanagement of stakeholder expectations and engagement
can result in conflicts and lack of support.
GDPR: Non-compliance with data protection regulations can lead to legal
penalties and loss of resident trust.
Legal: Legal issues, such as breaches of contfract or regulatory
noncompliance, can cause delays, fines, and project termination.

Technical Risks
Technical Issues: Problems with retrofitting technology or installation can lead
to project delays and increased costs.
Quality Control: Ensuring the quality and reliability of retrofitting materials and
workmanship is crucial fo avoid future issues.

Fraud Risks
Forged or incorrect invoices
Using incorrect quality of materials
Claiming for works which are not completed
Forged and inaccurate eligibilities
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