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GUIDANCE FOR THE SPRING 2008 DEPARTMENTAL REPORTS 

OVERVIEW
1.) Summary
This paper sets out guidance for departments on the Spring 2008 departmental reports. 

Key points:

· This guidance is based on that issued for last year’s reports, but there are some changes, especially to reflect the fact that we are at the end of the SR04 period and in transition to the new performance management framework announced in the CSR.  

· The reports should continue to be both forward and backward looking, setting out plans and information about performance, and drafted to present a clear picture of the department’s aims, activities, functions, and performance, linking performance delivered over the past year with resources consumed. 

· Reports must include the minimum core contents set out below, but departments have flexibility to organize their reports in the way that makes most sense in terms of their objectives, organisation, business processes, and select committee’s needs. 

· The deadline for publication is 19 May 2008. 

Changes

· The Spring 08 departmental reports will provide the first opportunity after the end of the SR04 period (in March 2008) to report on final out-turns of the SR04 PSAs.

· For the existing PSA targets due to conclude at or before March 2008, wherever possible final assessments should be given in the 2008 departmental reports. Where final assessments cannot be given due to time lags on data collation progress reports will need to be given here and a final assessment provided once data is available in a future APR or departmental report.

· For existing PSA targets due to conclude at a point after March 2008 progress reports will need to be given in the usual way in the 2008 departmental reports. In subsequent reporting rounds, targets will only need to be reported on separately if they are not subsumed into the CSR framework in the form of new PSA or DSO targets or indicators. 

· Concerning the Core Tables set out in section 10, there is a slight change in Table 4 to make the labelling clearer. In addition Table 9 has moved on to Classification of Functions of Government (COFOG) with no change to presentation. 

· In May 2007, Treasury introduced a mechanism for departments to record their expenditure on consultancy by creating the ability to record these specific data onto the COINS database (see PES (2007) 08). 

· It should be noted that the Integrated Financial Information and Monitoring Timetable gives exact dates for the submission of data for all Treasury requests to the end of February 2008 and indicative dates from March 2008 up to August 2009. Access to this is provided below.  

 

2.) Timetable/Deadlines 
PES (2007) 18 (http://www.hm-treasury.gsi.gov.uk/psd/pes_papers/pespaper/pespaper_2007/pes0718.htm) asked departments to submit adjustments to COINS to record data for the 2008 spring publications. The common core tables to be included in departmental reports that will be generated using the data held on COINS will be available to departments in the new year. 

The Integrated Financial Information and Monitoring Timetable  at www.hm-treasury.gsi.gov.uk/psd/key_dates/calendar_home.htm  gives exact dates for the submission of data for all Treasury requests for information to the end of February 2008 and indicative dates from March 2008 up to August 2009. 

Departments should let their Treasury spending team have an outline of their report as early as possible, and a first draft by the end of February 2008. Departments should be in touch with their spending team in the New Year to agree a timetable for sharing drafts.

Final drafts, including core tables with final figures, should be sent to the Treasury as soon as they are available after the Budget, and copied to the Cabinet Office.  

The deadline for publication is 19 May 2008.

The reports collectively form a set setting out performance and expenditure plans across government and it is important that this deadline is met by all departments. Parliament has previously indicated that it attaches great importance to timely publication of departmental reports. Departments are reminded of the need to allow ample time for Ministerial and Treasury clearance, and should take account of this in their forward planning. Departments who fail to meet the deadline should write to their select committee in advance of May 19 setting out the reasons why publication has been delayed and providing an indicative publication date.

Some departments may intend to publish combined departmental annual reports and accounts. It is not practical to expect such combined reports to be published by 19 May. In these cases, departments should seek the approval of their select committees for missing the 19 May date and seek agreement over a new target date for publication. In all cases combined reports will need to be published before the summer recess.

Departments are encouraged to consider seriously this option of publishing a combined departmental annual report and accounts.
 

3.) Departments covered by this PES paper  

All ministerial departments that published a departmental report in spring 2007. Smaller, non-ministerial, departments may be exempted provided that they already publish an annual report outside the reporting framework covered by this guidance, and include in that annual report information on staff numbers and administration costs. In making such exemptions, departments must ensure that the relevant select committee is content and clear their exemption with them.   

  

4.) Contacts 

General questions about this guidance should be addressed to: 
Alexa Brown, GTN 270 5495, e-mail Alexa.Brown@hm-treasury.x.gsi.gov.uk 

Enquiries about the efficiency reporting requirements should be addressed to: 
Matthew Gould, tel GTN 270 5393, e-mail  Matthew.Gould@hm-treasury.x.gsi.gov.uk  

General questions about common core tables should be addressed to:
Ahmed Bashir, GTN 270 5326, e-mail Ahmed.Bashir@hm-treasury.x.gsi.gov.uk
For questions relating to a specific core table see Core Tables section below for contacts.

 

5.) Background  

Departmental reports are the main vehicle for departments to explain to Parliament and the public how they are organised, what they are spending their money on, what they are trying to achieve, and how they are performing. They are an important part of the accountability process and should broadly aim to address the following issues:

Who we are

How we are organised

What we are aiming to achieve

What we spend our money on

How we are doing

 

CONTENTS       

6.) Core Contents 

The following sections set out the core contents that must be included in all reports. This is the minimum level of reporting required, and departments should add to it as they see fit to in order to ensure effective reporting and full accountability. Departments should note that Parliament has previously commented on the need for transparency of reporting against PSA targets, and the need for information to be given on a comparable basis and be capable of reconciliation with previous years. Departments should keep in mind the requirements of Parliament and ensure that any comments by their select committee on content or format are taken into account. 

 

7.) General 

The CSR announced a new performance management framework, including a smaller set of 30 cross-departmental Public Service Agreements (PSAs) and departmentally focussed Departmental Strategic Objectives (DSOs). Future rounds of public reporting (from the APRs in 2008 onwards) will need to reflect the need to report on the progress to date on their public commitments under this framework. Future guidance on departmental reports and APRs will set out the reporting requirements for these commitments. Before that, however, the 2008 Departmental Reports will need to focus on reporting against commitments under the present SR04 framework and, of course, outstanding previous commitments.

Departments should set out their existing aims and objectives, as in their SR04 Public Service Agreements (and as in Schedule 5 of their Resource Accounts). If those aims and objectives have been altered, e.g. because of changes in departmental roles, explanation should be given. An account of the structure of the department should draw out how the department is organised to deliver its objectives. As a matter of good practice reporting should seek to inform readers about how resources have been divided between the department’s differing objectives, and bring out the links between financial performance, spending allocations and service outcomes. In particular, as a matter of good practice departments should aim to link expenditure and resource allocations with areas of business, outputs or outcomes.  Reports should give readers a clear idea of how the department manages programmes as a whole. A description of key partnerships and relationships with other bodies (including agencies and NDPBs) and stakeholders should set out the context in which the department operates. It is good practice to report on risks to delivery - this might involve discussion of particular risks and/or the approach to managing risks. 

 

8.) Reporting against PSA targets 

One of the key functions of the spring departmental reports is to set out progress against departmental and cross-cutting PSA targets. Clear, transparent, and comprehensive reporting is essential. As stated in the section above, guidance ahead of future reporting rounds (for the 2008 APR onwards) will set out in detail how departments’ new CSR commitments should be reported on. However, the 2008 departmental reports will provide a final focus on the PSAs committed to in the SR04 framework. 

Existing targets in transition to CSR07

The main principle behind our management of the transition from SR04 to the new CSR framework is that departments should continue in this and in future reporting rounds to publicly report fully and frankly against outstanding PSA commitments up until and including their final out-turn assessments.

This will mean:

A. For all PSA targets with deadlines on or before March 2008 (including where the target does not explicitly specify a date and so March 2008 is assumed):

· A final assessment should, wherever possible, be provided in the Spring 2008 departmental report. 

· Where time lags mean that a final assessment cannot be provided, progress to date should be reported in the 2008 departmental reports. A final assessment should be given in a subsequent departmental report/ APR as soon as data availability allows. 

B. For targets with deadlines that are explicitly later than March 2008:

· 2008 departmental reports should report on their progress in the usual way.

· Where targets with longer timeframes are actually subsumed into the new performance management framework as new PSA or DSO targets or indicators, departments will not need to continue to report on them in future reporting rounds separately. 

· Where targets with longer timeframes are not subsumed into new PSA or DSO targets or indicators they must continue to be separately reported on in future reporting rounds until final assessments are published.

Principles of PSA reporting
The 2008 departmental reports should observe the principles listed below. The list reflects lessons identified for good reporting practice from previous years’ reports, and reflect Parliamentary reporting obligations. Reporting must observe the following principles: 

there is a continuing duty to report objectively against all targets, including joint and cross-cutting targets. The government has a commitment to report against all PSA targets to support accountability to Parliament and this includes any PSA targets from earlier spending reviews which remain outstanding. Where targets have been changed from those previously reported, this should be disclosed and the reasons set out. 

where a final assessment is being given for a target, this should be made clear. 

targets are considered outstanding unless publication of a final assessment of the target has taken place in a previous departmental report or APR. Standard terms should be used in summarising overall progress against each target. Departments must provide an overall assessment of progress for each target – providing assessments for each indicator or sub-target is insufficient.  See Annex A for guidance on the use of standard phrases in making final assessments and providing summaries for ongoing targets. Note: departments may choose to halt reporting of outstanding ‘legacy’ targets from the 1998 Comprehensive Spending Review and the 2000 Spending Review in future, provided that a) they have secured the agreement of the relevant select committee, b) they make clear in their departmental report that they are reporting an assessment for the last time, c) that they report an assessment (e.g. ‘on course’), d) provide some commentary about why the target is no longer being reported on, and e) indicate whether any data underpinning the target will continue to be collected, providing a signpost to the reader if the data will continue to be publicly available.

where a target has been rolled forward from SR2002, it remains necessary to report outturn against the original scope and timescales of the target as set out in SR2002 (in addition to covering all indicators specified in the Technical Note for the SR2004 target).

all departments must report latest outturn data against their PSA targets and make it clear what period or date is covered by their performance data. 

reporting should be clear and informative, e.g. explaining the factors affecting the performance achieved, and reasons for outturn reported (including where outturn is “not known”). Departments should ensure they give a full and accurate picture of progress by basing reporting on all available measures set out in Technical Notes for the targets. 

if reporting against individual PSA targets has been dispersed through the report, e.g. in text dealing with wider departmental objectives or activities, a summary table should be included, e.g. in an annex or up front, bringing all the PSA reporting together in accessible manner, including latest outturn data for each target. The PSA reporting that is required can be set out solely in a summary table provided that reporting for each target meets the reporting principles set out in this guidance. 

departments should briefly describe the quality of their data systems (for example, by setting out the confidence interval or margin of error of their data). Where there are significant limitations in the data system or the data used for a specific target these should be identified and the implications for interpreting progress against the target should be brought out for readers.  

departments should identify and explain the impact of any changes in the way in which performance is measured or presented – this includes a change in the indicators used, greater or lesser data accuracy, changes to data collection methods, and so on – for example, in footnotes to performance summaries. 

departments are reminded that the NAO take reporting into account when validating PSA data systems, and departments must respond to all relevant commentary on PSA reporting in validations that the NAO has previously conducted of the department.

Departments must liaise with partner departments to ensure reporting against any joint targets is consistent – at a minimum, the relevant departments should agree on an assessment (although the commentary need not be identical). 

 

9.) Reporting against efficiency programmes   
Since Spring 2005, departments have been required to provide regular updates on progress towards meeting the efficiency targets set out in the 2004 Spending Review. 

 

Departments are required to list both their agreed SR04 target and their gains to end-December 2007 with regard to:        
· The headline efficiency target (i.e. the £million target) 

· Workforce reductions 

· Relocation of posts out of London and the South East 

Reporting against £million targets should be net of any over-delivery which departments intend to roll forward into the CSR period (for which HMT’s agreement is required).

Departments should consider presenting their gains on an initiative-by-initiative basis, consistent with the contents of departmental Efficiency Technical Notes, and providing more detail on their largest efficiency initiatives by value. Departments should also consider if presenting this in tabular format is most appropriate.

Efficiency reporting should be in proportion to the size of the efficiency programme within the department. For most departments, 1-2 pages should suffice. Efficiency reporting should follow the principles established for PSA reporting, namely clear, informative and objective reporting, with supporting information (including any data/statistics) and set in the context of wider policy where appropriate.

With this in mind, departments should follow best practice by:

· Outlining any actions already taking place, initiatives under way, projects completed etc.; 

· Reconciling progress to date with planned savings set out in the Efficiency Technical Note and explaining the pace of overall progress; 

· Announcements made 

· Setting out the efficiency gains achieved to date – i.e. the amount in monetary terms – for all previous years of the efficiency programme, bearing in mind that efficiency gains claimed in previous years must be shown to persist through subsequent years of the spending review; 

· Clarify which of the efficiency savings are cashable and which are non-cashable; 

· Defining how gains claimed in previous years have been audited, and outlining the auditors’ conclusions; 

· Ensuring that the information reported is consistent with that provided to HMT for the purposes of the Budget. Any discrepancies should be discussed with HMT;

· Setting out plans and prospects for delivering efficiencies over the coming 6 to 12 month period; 

· Reporting on the quality measures that underpin the efficiency gains in order to demonstrate clearly that efficiencies have not affected the quality of service delivery; 

· Describing the quality of relevant data systems, and detailing any significant limitations 

· Providing specific updates on workforce reductions and relocation of posts – including specific locations – consistent with measures and methodologies for recording changes set out by Cabinet Office and HMT. 

· Reconciling reported progress on workforce reductions against the workforce reductions as published by the ONS in the ‘public sector employment’ statistics. 

Given the transition from SR04 efficiency programme to the CSR value for money programme, departments should consider:

· Briefly noting that having achieved substantial progress in the SR04 period they have identified scope to build on this and go further in the next spending period;

· Note that they have published a Value for Money Delivery Agreement setting out how vfm gains will be achieved; and

· Note that they will report on progress in their Autumn Performance Report.
In all instances reporting should be consistent with the measures and methodologies set out in published Efficiency Technical Notes. 

 

Departments are reminded of the need to ensure that attention is also paid to reports of progress towards the 2002 vfm PSA targets, where applicable.

 

Enquiries about the requirements in this section for reporting against efficiency programmes should be addressed to: Matthew Gould (020) 7270 5393 Matthew.Gould@hm-treasury.gov.uk


 

10.) Core tables 

The same set of nine common core tables used in last years reports will be used in the 2008 reports apart from a slight change to Table 4 to make the labelling clearer. In addition Table 9 has moved on to Classification of Functions of Government (COFOG), with no change to presentation. The contents, data sources and relevant HMT contacts for each table are summarised below:

	Core Table 
	Source 
	Contact 

	Table 1 
	Public spending, showing a summary of departments’ budgets, and any spending by local authorities in the area of the department’s responsibility, and, if possible, series on key spending functions 
	COINS database 
	Ahmed Bashir GTN 270 5326 Ahmed.bashir@hm-treasury.x.gsi.gov.uk

	Table 2 
	Resource budget, showing most informative breakdown of areas of spending, and what the money is spent on 
	COINS database 
	Ahmed Bashir GTN 270 5326 Ahmed.bashir@hm-treasury.x.gsi.gov.uk

	Table 3 
	Capital budget, showing most informative breakdown of areas of spending, and what the money is spent on. 
	COINS database 
	Ahmed Bashir GTN 270 5326 Ahmed.bashir@hm-treasury.x.gsi.gov.uk

	Table 4 
	Capital employed 
	Departments 
	Somir Ali GTN 270 4538 Somir.Ali@hm-treasury.x.gsi.gov.uk  

	Table 5 
	Administration budgets 
	COINS database 
	Ahmed Bashir GTN 270 5326 Ahmed.bashir@hm-treasury.x.gsi.gov.uk

	Table 6 
	Staff in post 
	Consistent with data published by Cabinet Office 
	Andrew Ward GTN 270 5137 Andrew.ward@hm-treasury.x.gsi.gov.uk 


 
	Table 7
	Total spending by country and region (over spread of years)
	HMT, Public Expenditure Statistical Analyses branch 
	Martin Phillips GTN 270 5988 Martin.phillips@hm-treasury.x.gsi.gov.uk

	Table 8
	Total spending per head by country and region (over spread of years)
	HMT, Public Expenditure Statistical Analyses branch 
	Martin Phillips GTN 270 5988 Martin.phillips@hm-treasury.x.gsi.gov.uk

	Table 9
	Spending by function or programme, by country and region (for latest outturn year, 06-07)
	HMT, Public Expenditure Statistical Analyses branch 
	Martin Phillips GTN 270 5988 Martin.phillips@hm-treasury.x.gsi.gov.uk


Departments should ensure that the presentation of spending information in common core tables relates to the output information and the text in the DR making clear how these elements link up.

Departments should agree the activity headings with their Treasury spending team and with their Departmental Select Committee to ensure that the read-across of spending and performance data is transparent to the main user. If the link cannot be made transparent, departments should note the tables to explain what spending relates to what activity/ PSA target. To avoid confusion, departments should align the rows of their administration budgets table with those of their main budgeting tables where practicable.

Departments should align the staff numbers table with the numbers used in Departmental Resource Accounts. Where practicable, staff numbers for the department’s NDPBs and public corporations should also be provided on a consistent basis. DRs should also contain information on the relationship between staff numbers and the department’s workforce reduction taking place under the Efficiency Programme.

Departments should provide surrounding narrative to the core tables explaining what the numbers represent, what they show, and any variances and movements. The narrative should be clearly linked to the tables, either by locating within or near the tables, or if provided in the body of the report then the location of the text flagged up in the tables.

Structural changes to common core tables need to be correctly reflected on the Treasury public spending database (COINS) by Friday 8 February (see PES (2007) 18) and should be reflected in Main Estimates to provide a clear read-across between the two publications. Guidance on the production of DR common core tables under COINS is available via the following link: http://www.coins.gsi.gov.uk/coins/Documents/Departmental_Report_User_Guide_V1_3.doc 

Supplementary tables outside the suite of common core tables that present additional useful information are welcomed. Departments are invited, if they so wish, to review with their Treasury spending team and their Departmental Select Committee any existing non-common core tables and discuss what best to include.

Production of Table 4 is departments’ own responsibility, subject to the notes and table structure below; note the labelling has changed slightly since last year, to make the table more clear:

	TABLE 4:  [DEPT NAME]  CAPITAL EMPLOYED                                                                                                                £000s 

	 
	2002-03 outturn
	2003-04 outturn
	2004-05 outturn
	2005-06 outturn
	2006-07 outturn
	2007-08 Projected outturn
	2008-09 plans

 
	2009-10 plans
	2010-11 plans

 

	Assets and liabilities on the balance sheet at end of year: 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Assets
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fixed assets 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Intangible 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Tangible 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	of which:  



	 
	 
	 
	 
	 
	 
	 
	 
	 

	Land and buildings 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
Plant and machinery 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Etc  



	 
	 
	 
	 
	 
	 
	 
	 
	 

	Investments 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Current assets 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Liabilities
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Creditors (<1 year) 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Creditors (>1 year) 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Provisions 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Capital employed within main department 
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Summary assessments of progress
In order that judgements on final outturn against all PSA targets can be made on a consistent and comparable basis, departments are asked to include a short summary phrase when they report their final assessment against a target. (This phrase is in addition to the wider reporting against the target.) Departments should exercise their own judgement about which phrase to use from the list given below.
	TERM
	USAGE

	Met
	Target achieved by the target date – must not be used before the target end-date unless there is no possibility at all of subsequent slippage

	Met-ongoing
	For older open-ended targets where the target level has been met and little would be achieved by continuing to report the same information indefinitely (in using this term it should be made clear that a final assessment is being given)

	Partly met
	Where a target has two or more distinct elements, and some – but not all – have been achieved by the target date

	Not met
	Where a target was not met or met late

	Not known
	This should only be used where it was not possible to assess progress against the target during its lifetime or subsequently – explanation should be given and reference made to any subsequent targets covering the same area


Once a target has been finally assessed in this way, departments are not expected to continue to report against the target. For this reason departments should be clear that the term used represents an accurate and final assessment which will not be susceptible to revision, eg because further information relevant to the target has yet to be collected or analysed.

Departments should ideally also use standard terms if summarising progress against ongoing targets. The following list offers a number of options.
	TERM
	USAGE

	Met early
	Only to be used in circumstances where there is no possibility of subsequent slippage during the lifetime of the target

	Ahead
	If progress is exceeding plans and expectations

	On course
	Progress in line with plans and expectations

	Slippage
	Where progress is slower than expected, eg by reference to criteria set out in a target’s Technical Note

	Not yet assessed
	Eg a new target for which data is not yet available


 

Departments are encouraged to use the above terms.  Different categories of assessment to those provided above may be used, but the categories that the department employs and the criteria used for selecting each category must be set out clearly, e.g. in a table similar to the one above, and departments should give consideration to assessing targets on a consistent basis throughout the Spending Review period.  Departments may apply traffic-light assessments, but as with the overall assessments, the traffic-light ratings for joint targets should be consistent between the relevant departments.
 

 

 

