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Project Planning &
Guidance Document

Introduction

As part of your course you willneed to create a robust and memorable portfolio of work that meets
the criteria for the apprenticeship end point assessment. Thiswill be submitted to your end point
assessor ahead of your discussionand willformthe basisforthat discussion. The more confident
you arearoundthetopicthe easier it will be to pass that area of the assessment.

With any projects you are or have been involved in you will realise that it not only allows you to
demonstrate a range of skills, knowledge, and behaviours but also allows you to reflect on the
successes andlookatany shortcomings. By completing and documenting a projectyou will be able to
discuss that project in good detail.

This planning and guidance document will aid you in covering all of the areas needed toshowa
compressive portfolio and a detailed accountofall the planning, undertaking and reviewing ofthe
project.

Thisdocumentis meantas guidance, your projectmay have more elements thatyou would like to add,
partsthatare lessrelevant and or notapplicable so please ensure you use thisas a guide only.

Your TAC is available to offer further guidance if you need it.

Good luck with your project!
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PROJECTPLANNING

I on .

Title

« Name the project - Something simple but memorable and logical
= Ensure this is specific and linked with a goal

Aims

« Have aclearly distinguished difference between your aims and objectives

e The aims: These are the primary driver for any development or improvement project.
They state what you intend to achieve and what the end result should look like. The aims
tell you what the intent of the project is but not how you will achieve it, for that you need
objectives

« The objectives: These are the tasks that we set ourselves to help us to achieve our
aim. There can be many objectives, which is usual, but the important thing is that they
are predetermined and support the aim.

Scope

* What will it include? What won't it include? (Be mindful of the project creep)
« Whois the project likely to affect? (You/Others in your team/other departments)

« What is the expected outcome?
« |sthataffectdependent on the success of the project? If so detail the differences

+ Change management should be mentioned here; however only a brief summary as full
heading later onin the document.

« Describe how you are going to apply project management tools to set up and manage
your project.

Assumptions/History (Support with Solid Data)

 What is theproblem?

* Who does it affect?

* When does it happen?

*  Why doesithappen?

+ How doesitaffectthe process?

Concluding statement
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« How will the project help the company? (Consider cost/quality/delivery)
« Howdoesi itfitinto your company goals/ethos? (Refer to mission statement or goals)
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OBJECTIVES AND PHYSICAL
PLANNING

1 the logisti

Deadline/Timescale (Use SMART targets)

« Whatis the overall deadline for the project?
« Isthis abusiness set deadline or is this a deadline you have set?
« |sthis deadline realistic? Do you need extensions?

Resources (Consider costs/environment/equipment)

+ Describeanddiscussyouravailable resources—Doyouthinkyou have enough? Doyouneed
more/less? Have they been confirmed? (verbal or written agreement)
« Resources can be in many different forms including but not limited to;

« People — Staff, volunteers, agencies

« Money — budget, spending limits (Only summarise here as more space below to go
into more detail)

- Systems— Documents, archives, software and data

« Time — Hours per task/project

Legalities

« Does the project require any legal procedures to take into account? Please explain each
area relevant toyour project and how you have met and checked it meetsthe legality. You
may also
wanttoreviewthedataprotection/healthandsafety/equalityanddiversitylegislationandrefer
toit.

» Isthere databeing used? Confidentiality and Data Protection?

+ Health and Safety? (making area safe/isolating power)

« Equality and Diversity

« Insurances

« Permits required?
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Risk assessment

Risk assessments can assist you in trying to reduce the chance of physical risk
during a project. Youmay have one for the whole project ormultiple assessments for
different areas of the project.

Please detail which modelsyou have used

Why you have used it?

Conclude on therisk level and any changes made to reduce it

Contingency plans

Risk/Scope assessment

Although risk is usually thought of as physical please also review the risk of;

Stress/emotional

Change

Impact on the company of success or failure of project

What plans do you have in place to manage/monitor/reduce the risks identified?

Collaborations

Do you need to work with any other people?

Do you need other departments to assist or take lead on certain areas?

Do you need to enlist the help of other companies or outside organisations?

If so please detail the contact, processes and plans to manage the process and
relationship — you could also include any agreements and costs etc. (evidence
communication)

Budgets

What is yourbudget? What will this include? What won't it include?

Are there any extra funds available if needed? (Contingency plans)

How are you going to manage/manage the budget? What system are you going to use?
Do you think the budget you have been given is enough to cover the project?

Does the budget affect your project plans in any way? (Consider the level of Improvement)
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TIMINGS/ACTION PLANNING

Breakdown your project into tasks (Be clear)

+ You will need to use your planning from the above guidance to breakdown tasks that
need to be completed in order to complete your project on time and within budget.

* Your project should be split down into simple manageable and measurable tasks. Each
task should have its own deadline, set of objectives, as well as a measure,
including a review date and if you think itis needed a further contingency plan if that
deadline is not met.

+ Youmaywanttouse formats that already exist for this - lwould suggesta GANTT chart.

Set SMART targets (for the overall project and individual tasks)

« As described above each task should have a SMART target, this will assist you in
managing the task, as well as the person or process you have to manage. By setting
targets in this manner you can create an efficient system where both parties understand
targets clearly.

« Set each task clearly following the SMART acronym. Specific, Measurable, Achievable,
Realistic, Timed.

Setting KPI's

« Inordertomake sureyourprojectisontrackthereisusually aneedfor KPI'sto be set. These
are Key Performance Indicators. They allow you to focus on certain targets to get a
measure for how well you are heading towards your goals. If your project has a link to
an already defined KPI then you can review this KPI to check on progress. You may
also set your own KPI’s within your project,inthe majority of cases budget, time, and
productivity (misseddeadlines etc.) arethe usual ones.

« WitheachsetKPI please detail it and explain why you have set it, aswell as howyou are
goingto measure it, alsoinclude later what results came out and what actions were taken
from the reviews.
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Training needs

« Witha new project itis a likely youare introducing anew system,way of working, or
change. With any of the previously mentioned areas of focusit is likely there willbe
some training need for yourself or staff working with you.

+ Detail the training needs — (make a training plan)

« How are you going to fit the training in?

« How long will it take and who needs it?

« Plan accordingly, making the level of change clear

Managing Change

- Change managementis animportant part of your project as thereis likely tobe change.
* You must detail how you have prepared people for that change
* Youmustalso detailhowyou have assisted people who arefinding the change more difficult

Creating Buy In

+ How are you going to encourage people to follow a new system? (audits/checks)

+ How are you going to get people to buy in?

« Whatare you going to dowith people who are not dealing with the change well or notbuying
in to the new system or project?

What data will help manage the process?

« What data is there available during the project? (consider feedback)

< |sthere historical data to compare to?

« What data will you need, does it exist or are you going to have to create it?
« How will data help you to make and justify decisions?
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METHODOLOGY

na f .

Methodology/Process

e Compared with your planning documents and SMART targets please detail;

* What you did for each task

What goals you set and how for each task within your project

* Processes followed.

Periodic review of process and progress

= Throughoutthe project continue to review processes and targets and update plans accordingly.
« Please documents these reviews, how they happened and outcomes.
« These can be formal reviews at setintervals, or they can be less formal checkins.

Document any changes

« Please log and discuss here any changes you made from the results of the reviews

« Anychanges totargets, dates, improvements, or compromises made.

« Demonstrate howyou have passed thatinformation onto your managementteam to keep them
updated on progress as well.

Budget checks

« Pleasedocumentregularbudgetchecksand demonstrate howyouhave passedthatinformation
onto your management team to keep them updated on progress as well.

10
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RESULTS

Final results

« Detail the final results of the project
- Refertoyouraimsanddiscusseachaimandobjective focusingon howsuccessfultheproject
was in meeting those aims.

Deadline

< Discuss in detail here about whether you met the deadline

« Whether individual tasks met the deadlines

« Did you have to change any deadlines?

* Whatwas the cause of missing deadlines if they were missed?

Budgets

+ Report on the overall budget

* Where money wasspent and how?

* How much was spent on what areas

+ What areas were on budget, over budget or under budget?
« What effect did the above have on the overall project?

Reports

« Whatfinal reports did you produce to show effectiveness of the project?
* What KPI's data did you collect to show results?

« Evidence the project results.

« Good practice to have signed by management
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Team engagement

« Discuss your team’s engagement in the project.

« Detailanddiscussbuy inleveland howwellyouthinkthe process/projecthasbeenaccepted
» Discuss change management successes.

« Distribute praise where possible.

Handover

< Please document how you have handed the project over to the person who is
going to oversee the continuation of the project for the future.

ACLCIPIO
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CONCLUSION AND
REFLECTION

lect | Proi

Formal conclusion

- Please write aformal conclusion foryour project summarising the plan, the process and the
results.

Reflection

= Please reflect on your project and analyse some of its successes and shortcomings.
Please includeideas onhowtoimprove furtherinthe futureand in particular your learning
fromthe project. Include any newskills, challengesyou overcame, andareas you have
developed within yourself and the team. Please ensure you also;

+ Reflect on successes (What wentwell?)

« Reflect on areas less successful (What went wrong?)

+ What changes would you make if you did it again?

* What suggestions would you give to the person who you hand over to?

« |sthe project now autonomous?

« Isthere aneed for further work on the project or continued development?

Enhanced skills

New skills/behaviours developed

« Please discuss any new skills or behaviours you feel you have developed during this
project

« How have you applied these skills within your own role as a team leader?

« How will you apply these skills in the future?

13
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TIPS ANDLAYOUT

Layout

« This document should be created as this one is, there should be;

« Title page

+ Contents page

« References ifneeded

« Appendices ifneeded

e Glossary ifneeded

« The document should be spell checked and proof read before submission
« Textand fonts should be professional

« Allwording should be professional and formal

- Page numbers as well as your name in the footer

Tips

* Your repliesandanswersto each pointshouldbe conciseandnotcontain
unnecessary information — try not to waffle.

« Please explain each pointin terms that are understandable —do not use jargon or
internal business terminology

« Planintime to complete the write up as well as the project

 Logasyougo—keeprecords of all reviews and conversationsto assist this
documentation

< |If you have any questions, ask
* Youcanusescreenshots, budget sheets,reports etc. But pleaseensureyoudo not
showany confidential data onthem.

14
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