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[bookmark: _Toc206697047]Introduction 
This report will discuss the process of managing a project. It looks at the initial planning stages right through to delivery and final evaluation. To do this it will explore each phase of the project lifecycle, beginning with project planning methods such as Work Based Structure (WBS) and critical path analysis (Institute., 2021). The report then moves into project delivery, outlining the roles and responsibilities of team members involved, followed by a breakdown of how progress, time, scope, budget, and quality can be monitored and controlled throughout the project. The last section will focus on evaluation and identifying any challenges, the lessons learned and how to formally close a project. The report will then conclude with a self-audit of the students own skills as a project manager.

[bookmark: _Toc206697048]Establishing the Project Framework
[bookmark: _Toc206697049]Business case
This project involves planning and managing a fundraising event at a care home to raise money towards creating a dementia friendly sensory garden. The event is designed to bring together residents, families, staff, and the local community to support a meaningful cause. Raising funds is essential to cover the costs of developing a garden that will provide a safe and calming outdoor space for residents to enjoy, studies have shown that nature helps to reduce anxiety and improve the wellbeing of people with dementia (Wells, 2014). The event itself aims to increase community engagement and awareness while generating the necessary financial support. And although organising the event requires time and resources the lasting benefits make the project worthwhile.
[bookmark: _Toc206697050]Objectives 
By following the SMART framework, (Doran, 1981) the project has a clear set of objectives to guide the planning and delivery of the fundraising event. These goals will focus on engaging the community, raising funds needed and ensuring the event runs smoothly. 
· Create a safe, accessible garden space designed specifically with dementia in mind. 
· To complete the project within the agreed time limit and budget.
· To involve staff, residents, and families throughout the project.
· To include a mix of sensory features such as plants, textures, and smells.
· To ensure the garden is easy to maintain in the long term.
· To assess how the garden impacts the resident’s wellbeing after completion.

[bookmark: _Toc206697051]Methodologies 
There are a few project management methodologies that can be used to plan and deliver projects. 
Waterfall Method – This method involves completing each stage of a project one at a time before moving on to the next. It works best for projects with clear objectives and defined steps, making it simpler to monitor (Charvat, 2003).
Iterative Method – This involves repeating cycles of planning, executing, and reviewing. It allows for more flexibility and changes throughout the project, but it can be harder to control in terms of time and budget (Newton, 2016).
V- Model – focuses verification and validation of everything before moving on to the next phase. This method is often used in software development or technical projects that require strict quality control (Luckey, 2011)
For this fundraising event project, the Waterfall method has been chosen because the event has a clear order of phases such as planning, organizing, promoting, and executing it. This helps to keep things on track and makes managing people and resources easier. 
[bookmark: _Toc206697052]Risk Analysis
(Virine, 2017) explains how Risk Analysis is a way of looking ahead for potential problems that may affect a project. Once risks are identified they can be assessed by how likely they are to happen and how much impact they would have. This allows the project manager to put plans in place to either avoid risks or lessen the impact. (Webb, 2017)
Below is a table for the garden events risk assessment.
	RISK
	LIKELIHOOD
	IMPACT
	RESPONSE

	[bookmark: _Int_1o3pcamp]Bad weather
	Medium
	High
	Hire a marque or have indoor backup space

	Volunteer no show
	Medium
	Medium
	Over recruit or have backups

	Budget overrun
	Low
	High
	Keep track on spending, get many quotes to save on money

	Poor turnout
	Medium
	High
	Promote early to get the word out



[bookmark: _Toc206697053]Environmental analysis
According to (Schulz, 2025) Environmental Analysis looks at wider factors both inside and outside the organization that could affect a project. It helps to identify potential opportunities and threats that may influence how a project is planned and delivered. To get a better understanding of the environment this project will use a SWOT analysis (Sarsby, 2016). 
	Strengths
	Weaknesses 

	· Dedicated staff
· Clear purpose for fundraising
· [bookmark: _Int_Uh5sWcrW]Strong sense of community support
	· Limited budget
· Time constraints
· Reliance of external support and donations

	Opportunities 
	Threats 

	· Chance to strengthen relationships with families and local businesses. 
· Positive publicity for the care home
· Potential for future annual events
	· Poor weather
· Low turnout or engagement
· Clashing with other local events



[bookmark: _Toc206697054]Scope 
According to (Athayde, 2013) the Project Scope sets clear boundaries by outlining what the project will cover and what it will not cover. This clarity helps everyone involved stay focused on the main goal and avoids unnecessary tasks that could cause delays.
For this fundraising event, the scope includes everything needed to plan and run the event successfully. This involves setting up the venue, arranging entertainment and refreshments, coordinating volunteers, promoting the event, and overseeing everything on the day. At the same time the scope excludes tasks like ongoing maintenance after the event, planning any future events or any other projects not related to the event.
[bookmark: _Toc206697055]Stakeholders
Stakeholders are all the people or groups that have a stake in a project. Their level of involvement and influence can differ so knowing who they are and what they expect is important for making sure a project is carried out well (Roeder, 2013).
Internal stakeholders
· [bookmark: _Int_VX9QbY1E]Residents - The garden is ultimately for them, so their safety and happiness are central to the project. 
· Staff – These individuals will support the planning and running of the event as well as maintaining the garden in the future.
· Management – The care homes managers or directors who approve the project will allocate resources and ensure it fits with the overall care home goals.
External Stakeholders
· [bookmark: _Int_IHqKuiLU]Family members – They may want to attend the event, donate, and help out.
· Local community and businesses – These groups can offer support through donations, sponsorship, and volunteering.
· Suppliers/Contractors – Any companies involved in supplying materials or services for the garden.
· Regulators/Local authorities – If permissions and safety checks are needed for the event or garden work. 
(Baugh, 2015) believes that keeping stakeholders informed and engaged is key to the project’s success. And by communicating clearly and regularly it will reduce any misunderstandings and keep everyone feeling involved. 
· Residents – Engage through informal chats, idea boards, and updates from staff.
· Staff and Management – Involved in the planning meetings and given clear roles and updates throughout.
· Families – Informed through newsletters, emails and invited to take part in the event and kindly donate. 
· Local businesses and suppliers – Approached in writing or telephone.
· Community – Engage through posters, social media, and word of mouth. 
[bookmark: _Toc206697056]Constraints 
(Hill, 2009) explains that every project comes with its certain limits, and these are known as constraints. Identifying these early helps prevent issues later and allows better planning.
Time – The event needs to be done within a specific window allowing enough time to plan and prepare. It also needs to suit the care homes routine and staff availability. 
Budget – Since this is a fundraiser keeping costs low is essential so any spending on decorations or entertainment needs to be carefully thought out, so the money raised outweighs the money spent.
Staff Resources – Care home staff already have a busy schedule so their availability to help with planning and running may be limited which could affect how much can be done.
Space - There maybe restrictions on where the event can be held if the garden is not big enough to hold everyone. 
Health and Safety – There are rules that must be followed when organising anything in a care home environment. This will influence decisions around food, activities and even the number of people who can attend. 
Weather – If the event is held outdoors the weather could be an issue so it would be wise for a backup plan in case it rains and is too cold for residents.
[bookmark: _Toc206697057]Cost Benefit Analysis
A cost benefit analysis is a decision-making tool that helps determine whether a project is worth the time, effort, and money, it involves weighing up the expected costs of the project against the benefits it is likely to bring (Boardman, 2017). In a care home setting, it is especially useful because it helps justify whether a project will make a meaningful difference to its residents, families, staff, and wider community. For this garden fundraising event there are both financial and non-financial factors to consider. And although upfront costs may be small the potential long-term benefits both emotional and financial outweigh them. 
Costs
· Decorations 
· Light refreshments and baking supplies
· Any expenses for entertainment
· Staff time for planning, setting up and supervising.
Benefits 
· All money raised will go towards the project.
· Stronger sense of community within the care home
· Residents engaged in stimulating activities.
· Positive publicity for the care home
· Potential for further fundraising events if this goes well.
[bookmark: _Toc206697058]Project Organisation 
According to (Roberts, 2013) every successful project relies on clear roles and responsibilities. When people know what is expected of them it reduces confusion and ensures the project goes well. Good organisation also helps manage time, delegate tasks fairly and hold people accountable. One common tool used in project management is the RACI Model (Meredith, 2024).
R = Responsible – Whoever is responsible for completing the task.
A = Accountable – The person who is accountable for the task’s completion. 
C = Consulted – These are people whose input is needed being a decision can take place.
I = Informed – These people need to be kept updated.
For this fundraising event, a small project team would be formed and made up of staff, a couple of volunteers and a project lead. In this case the student takes the lead role in planning and overseeing the project. This includes setting the timeline, making decisions, and ensuring the event aligns with its goal to raise money to support the creation of a sensory garden for residents. By involving every department, the project becomes more inclusive and manageable. It also boosts teamwork and gives everyone a sense of ownership over the event and the garden its raising funds for (Hodges, 2024).
· Project Lead (Learner) – Oversees the event from start to finish. Delegates tasks, consult with staff and management and monitor’s progress.
· Management – They approve the project plan and budget and support project lead with resources. 
· Activities Coordinator – Helps plan engaging activities for the day.
· Care Staff Volunteers – Support the event by assisting residents, supervising stalls, and managing refreshments.
· Admin Support – Help print of flyers, send out internal communication and logging donations.
· Kitchen staff – Prepare refreshments and monitor food safety standards.
· Housekeeping Staff – Assist with setting up and cleaning the event space before and after. 

Communication 
[bookmark: _Int_xlGJKDQM]Keeping everyone in the loop is important for the success of an event. Project teams need to have regular catch ups and meetings to be able to share updates and sort any issues. Important information can be shared through emails and a notice board, so everyone knows what is happening and at what stage. This way no one misses out and the team can work together smoothly (Pritchard, 2013).
Decisions 
Good decision making helps a project to keep moving forward and ensures resources are used effectively. For this event, the project manager will have the responsibility of making key decisions quickly to keep things moving. At the time input from stakeholders is welcomed to make sure the event meets everyone’s needs (Dabo, 2020).
Resources 
Resources are things the project needs to get moving. These can be things like people, money, equipment, and materials. Managing resources well means making sure everything required is available when it is needed. Using resources wisely will avoid any waste and stay within budget. The project manager will coordinate with different departments to ensure this happens (Marco., 2025).
 
[bookmark: _Toc206697059]Projecting Planning 
According to (Hartley, 2020) careful planning is key to ensuring the event is well organised and completed on schedule. This part of the report looks at the main planning tools and methods used to break the project down into manageable steps. 
[bookmark: _Toc206697060]Work Breakdown Structure (WBS)
A work breakdown structure is a useful tool that breaks a project down into smaller parts. It starts with the overall goal and works down into sections to help organise the work in a clear and structured way. It is crucial for planning, assigning responsibilities and estimating costs and time (Norman, 2010). In this project the WBS will be used to breakdown the event into phases such as planning, promoting, setting up and managing the day itself. Each of these phases will be divided into more detailed tasks like gathering resources, arranging entertainment, cleaning up after the event. This step-by-step plan will help keep everything organised with everyone involved understanding their roles.
[bookmark: _Toc206697061]Task Duration and Dependencies
Understanding how long tasks will take and how they depend on each other is important for successful project planning. Duration refers to estimating the time needed to complete each activity while dependencies show the order in which tasks must be done because some can only start after others have finished (Jones, 2025). For this event identifying task durations and mapping dependencies will ensure schedules work realistically, avoid delays, and will keep everything on track.
[bookmark: _Toc206697062]Critical Path Analysis
Critical path analysis (CPA) is a used to work out the order of tasks that directly affect how long a project will take. It shows which tasks must be finished on time, so the project does not get delayed. It also allows project managers to prioritize resources and monitor progress closely (Bauer, 2024). For this event using CPA will ensure all crucial steps are completed promptly to avoid setbacks. 
[bookmark: _Toc206697063]Planning Tools
Different planning tools can be used when planning an event. They can help visualise the event timeline and responsibilities (Carstens, 2013).
Gantt Chart – It is a bar chart that shows when each task starts and ends, how long it will take and if any tasks overlap (Davidson, 2000). In this project it will help visually map out all activities it can manage time better and make sure nothing clashes. 
Kanban Board – This is a simple task tool that helps manage workflow. Tasks are sorted in “To do,” “In progress” and “Done.” This helps everyone see what needs doing, what being worked on and what is already finished (Podeswa, 2021). It can be used in this project to organise daily and weekly tasks to make team communication clearer.
Milestones – These are achievements in a project that show huge progress. They are not tasks as such, but they show when something important has been completed (Russell, 2021). In this case setting milestones will help measure how the project is going and keep motivation up as it hits these key moments.
[bookmark: _Toc206697064]Project Delivery: Team Roles and Responsibilities
(Hedeman, 2011) advises that for a project to run without hiccups it is important that everyone involved understands their role and what is expected of them. Clear allocation of responsibilities helps avoid confusion, saves time and ensures tasks are not missed or repeated. For this project tasks were shared based on each person’s strengths, experience, and availability. Some tasks required team effort while others were assigned to individuals. Each person played an important part in bringing the project together. By working as a team and respecting each other’s roles they were able to stay organised, meet deadlines and deliver an event that was special for the residents.
· Project Lead – Responsibility was to oversee the entire project. Tasks included coordinating meetings, keeping everyone on track, meeting deadlines, and maintaining communication with all staff and external stakeholders contacts. 
· Management – Provided overall support and guidance especially when it came to decision making and setting realistic goals. they also helped approve budget plans and signed off any budget requests. 
· Activities coordinator – Took the lead in designing and planning the events activities to make sure they were suitable for the residents. They helped source materials, decorate the garden and supported residents during the event. 
· Care staff – played an essential role in supporting the residents on the day making sure they were comfortable and involved in the activities. 
· Admin staff – Helped with creating flyers, sending out reminders and managing communication with families and visitors.
· Kitchen staff – they helped by preparing light refreshments for the event. Their role was arranged in advance to ensure it did not clash with their normal duties. 
· Housekeeping staff – Made sure the garden was clean and safe to use. They also helped tidy up before and after the event. 
[bookmark: _Toc206697065]Monitoring and Control
Monitoring and Control is about keeping a close eye on a project as it is happening to make sure everything goes to plan. It involves checking how things are progressing, spotting issues early and adjusting where needed, this includes keeping track on time, costs, quality, and scope. And, whether the project is sticking to its original goal (Meredith J. , 2024)
· Progress and Time – checks whether tasks are being completed on schedule. Tools such as schedules, check lists and progress meetings can help monitor time effectively.
· Budget monitoring – involves tracking how much money is being spent and making sure it stays within the allocated budget. Regularly reviewing costs ensures that the project remains within its limits. 
· Quality control – This makes sure the outcomes are fit for purpose and meet the required standard. Monitoring quality means checking everything being delivered is safe, functional and meets expectations.
· Scope monitoring – this involves making sure the project sticks to its original plan and does not go of course.
[bookmark: _Toc206697066]Project Evaluation and Closure
The final phase of a project focuses on formerly closing the work, ensuring all tasks are completed and evaluating the outcomes against the original goals. (ref) claims this step is just as important as the planning and delivery stages as it confirms success and allows for suture improvement (Graham, 2014).
[bookmark: _Toc206697067]Project sign off. 
This is when the project manager confirms that everything promised in the plan has been delivered to a satisfactory standard. It shows agreement that the project is complete, and no further work is expected (Westland, 2007). In the sensory garden project management gave final approval after checking all tasks were completed such as garden set up, event delivery and budget reconciliation. 
[bookmark: _Toc206697068]Managing Changes and Challenges
During any project changes and unexpected issues are normal. What matters is how they are managed. Any adjustments should go through a proper process to make sure the impact is understood and agreed on (Newton R. , 2012). During this project adaptions were made to plans such as replacing loud music with quiet activities based on the resident’s needs and preferences. By discussing changes with team members and staying flexible the project stayed on track.
[bookmark: _Toc206697069]Lessons Learnt 
[bookmark: _Int_SVmr13IQ][bookmark: _Int_x9UKcbGf]Lessons learnt help us reflect on what went well and what could be improved. This reflection supports learning and improves how future projects are managed (Hill G. , 2009). Lessons learned from this project were that early involvement from residents made a big difference to the final outcome and how important it is to always have a backup plan especially when organising outdoor events. 
[bookmark: _Toc206697070]Project Evaluation
[bookmark: _Int_9xTHkbTE]A final evaluation looks at how well the project met its goals not just practically but also in terms of value and impact. It considers time, cost, quality, and satisfaction (Portny, 2011). Overall, this project achieved its core objectives in creating a sensory garden space that benefits the residents by raising additional funds and encouraging teamwork across all departments. The event was delivered on time despite minor scheduling adjustments and stayed within budget. One of the biggest successes was the way staff from different departments came together each playing their part to bring the project to life. This strengthened relationships across the care home and helped build a real sense of shared purpose. 
In terms of outcomes the residents responded positively to both the process and the final garden space. Staff also reported increased morale from being involved in something different and meaningful. Although the amount raised was not huge it was still enough to contribute to the gardens development and helped bring attention to future fundraising projects. There were also areas that could be improved. A more structured planning phase at the start would have helped avoid a few last-minute hiccups. It also became clear that clear communication around task deadlines would have eased some pressure towards the end. However, these are valuable lessons to take forward into future projects. From start to finish this project showed how even with limited time and resources you can still achieve significant outcomes through strong collaboration, clear direction, and a shared goal.


[bookmark: _Toc206697071]Self-Audit as a Project Manager
[bookmark: _Int_ppbtaIU4][bookmark: _Int_0JDsMsun]As part of my self-audit I have reflected on the key skills needed to manage a project, such as good communication skills, organisational skills, leadership skills, time management, and decision making. I feel confident in some areas such as communication and organisation because I always tend to plan ahead and like tasks to be clearly laid out and followed through. However, I recognise that I could improve my confidence in leadership and decision making especially when working with larger teams or under pressure. I sometimes second guess myself or hold back from taking charge in group settings. So, to develop in these areas I plan to work on being more assertive in team discussions and seek opportunities to lead small projects or tasks to gain experience. 

Personal Development Plan (PDP)
	Area for development 
	Date for completion
	How I will achieve this
	What is happening now
	How I know when I have been successful

	Leadership 
	November 2026
	Attend lessons, observe strong leaders, volunteer to lead a small team task
	I help support teams but still lack confidence to take the lead 
	I will feel more confident in leading tasks/discussions and receive positive feedback

	Decision making 
	November 2026
	Practice making small, quick decisions and seek feedback on my choices
	I overthink and doubt myself
	I will be able to make timely decisions without hesitation and reflect constructively 

	Time management 
	November 2026
	Use a planner to set realistic deadlines and prioritise tasks
	I can overestimate how long tasks will take
	I will consistently meet deadlines and feel more in control of the workload

	Confidence 
	Ongoing 
	Set small achievable goals and practice mindfulness 
	Confidence varies on who I am working with and what task I am doing
	I will feel more comfortable speaking up and trusting my own judgement




[bookmark: _Toc206697072]Conclusion
[bookmark: _Int_Ts9mkC9u]To conclude this report has outlined the key stages involved in planning, delivering, and evaluating a project. By applying project management tools and techniques and monitoring systems a project can be delivered successfully. It has highlighted the importance of allocating roles and responsibilities in sequence with the persons experience and abilities and shown that regular checks on time, quality, scope, and budget can help ensure everything stays aligned with the original goal. The evaluation phase shows both achievements and areas for improvement offering valuable lessons for future projects. And finally, through self-audit and a personal development plan the student is able to reflect on their strengths as a potential project manager and identify steps they can take to continue developing in this role.
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