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Staffing levels 
Staffing levels can be a challenge for any business of any size. When we talk about staffing levels, we’re talking about the number of people working at any one time. If your staffing levels are too high, your business will be plagued by costly inefficiency. But if they’re too low, productivity will decline, and stress levels will rise.
An intelligent approach to staffing levels involves finding the perfect balance: You don’t just need the right number of people. You also need a good mix of skills and a company culture that champions teamwork, support, and open feedback.

Over staffing 
By far the biggest problem associated with this is the cost of paying employee salaries. The biggest expenditure for any company is its workforce. Yet, it’s highly unlikely that an employer would want to pay this large expense to a workforce that doesn’t have any work to do. You will notice that you’re overstaffed if you see that your labour costs remain high, but your sales revenue is decreasing. This is a big warning sign. If not addressed, it can lead to serious financial problems or even bankruptcy. 
Typically, when an organization is overstaffed, there is not enough work to go around for everyone. You see that employees have more time on their hands and tasks are few and far between. This can lead to employees feeling disengaged and also result in low levels of organizational commitments to the company. Employee morale is low, and although there are plenty of staff, the business suffers.
 It’s likely that a business would have to consider laying off employees. This can either be temporary or permanent, depending on the business’s growth potential. As such, it can cause serious financial problems for employees. Although this is the worst-case scenario, layoffs save money and hence save the business from going under. 
 If staffing is not managed correctly and the scales tip to one side, a number of problems arise. Finding the balance between employing too many staff or not enough, is tricky, even for the most experienced of HR professionals. 
Signs your staffing levels aren’t right 
If your staffing levels are too low, your team may have to work extra hard to make up for the shortfall. This can result in overwork, fatigue, and stress. And stress is very bad for business  
Stressed workers tend to get ill more often. They may even call is sick just because they need a break. Also, constantly overworked employees probably won’t stick around. So if your staffing levels aren’t right, your business may suffer from high staff turnover and increased absence.
Other signs that your staffing levels aren’t up to scratch can include:
· A long backlog of tasks, and a general feeling that nothing ever gets done.
· Slipping standards of health and safety, which of course can result in more onsite accidents, or worse.
· Unsatisfied customers and complaints about missed or late deliveries.

Because of all these unwelcome effects, businesses with poor staffing levels will struggle to grow. But overstaffing can be just as damaging to growth and productivity as understaffing. If your staffing levels are too high, inevitably some members of your team will have too little to do. This is a huge waste of resources. It’s also bad for motivation – nobody wants to feel like a spare part.
For small businesses and start-ups, staffing level issues can be inevitable. If you’re just starting, or if you have an extremely limited budget, you may not be able to afford to hire as many staff as you need. And if you work in an industry marked by high staff turnover, your staffing levels will occasionally suffer.
But some cases of poor staffing levels are self-inflicted. Sometimes businesses downsize without properly considering the risks. They simply assume that the remaining staff will be able to pick up the slack. But as we’ve seen, this sort of attitude can lead to overwork, exhaustion, and stress.
You keep missing orders. Your customers are unhappy. The atmosphere seems off, and people keep calling in sick or leaving.
There might be an issue with your staffing levels. Here are some steps you can take to correct the issue.
Schedule a series of one-to-one meetings with every member of your team. Ask them about their workload. Maybe they feel like they have too much to do. Or maybe they feel like they’ve too little to do, and they’re not being challenged.
Informal, confidential chats like this should be routine in any business. They can make staff feel trusted, respected, and heard, so they can make a huge contribution to employee wellbeing. But the insights you glean from these talks can also shape your policies and guide your decisions. If too many members of your team feel overstrained, for example, then obviously it’s time to act!

Who will be affected?
Understaffing can cause one of the biggest issues for any business, with not enough staff to run your business, they will not give the correct customer care and attention. This could potentially lose you custom in the future.
With more work loads and less time in the day to finish tasks, the quality of work will decrease with more customers to handle, it may not even be the case of the extra workload causing the poor quality of work. Employees may just find the workload so much; they don’t care about the outcome. They simply have just too so much work to do that they have lost all motivation to do a good job.
The impact of being short staffed 
The impact of being short staffed can lead to overworked employees having high levels of stress that leads to staff from being engaged at work, leading to a loss of productivity, if an employee feels like they have a never-ending list of tasks and that are bearing down on them, stress levels will rise. These are just a few of the things that can impact your business of you run it short staffed.


Risks of an understaffed workspace
· Increased injuries and illnesses.
· Increased risk of missed deadlines.
· Increased expenses from delayed tasks.
· Decreased customer satisfaction.

 Brainstorming 

PRODUCTIITY
PROFITABILITY
COSTS 

EMPLOYEE RETENTION 


                                                                        STAFFING LEVELS 
REVENUE 


EMPLOYEE 
SATISFACTION 

	                           	 CUSTOMER 
SATISFACTION 
 CASH FLOW  




	


Brainstorming with your team
The single biggest inhibitor to your company becoming agile is the micromanager. A micromanager can bring your company down. It is vital that if you have one, you help them to change or change their ways yourself by repositioning them within the corporate structure. The hierarchic chain of command will also stand in the way of your continuous innovation if your team members are not empowered to work. You will accomplish the most within your company when you allow everyone to work together at the same level to offer the best ideas and thoughts, they hold that will add value to your company.

There are few ground rules you can use while brainstorming with your team, they are.
· Sessions will start and end on time
· Attendance of all team members is expected
· Leave any baggage at the door
· Deal with the issues at hand
· Team member comments are to be kept confidential
· Everyone is of equal rank while in the session
· Everyone participates
· No side conversation
· Request a decision from a project sponsor
· Aim for quantity of ideas rather than quality




















Flow chart 
Staffing levels 



   No potential new customers 
Bad reviews on social media and word of mouth about the experience  
Those customer’s wont come back 
Customer satisfaction is lowered 
High wastage due to staff under pressure and making mistakes
With out cutometer’s you cant make money 
Loss of sales 
High turn over of staff 
Staff Feel drained and underappreciated 
Staff feel tired with extra work load 
Customers leave unhappy 
The staff standards slip
The staff feel under pressure 
This will affect business 
Short staffed to run a business 
Staff phone in sick 




















	


Un able to pay bills/ staff and could get in to debt 


 Flowcharts can explain highly complex business processes with symbols and text which are a lot easier to comprehend and digest quickly by a wider audience. Here are some of the more relevant reasons to use flowcharts:
Flowcharts can help an individual to draw the process model in such a manner that it shows every step of a process in a clear and explicit manner. The top-down and left-to-right flow of steps provide a natural order to a process and are easy to follow at even a glance. This helps in communicating the process with someone who is unfamiliar with it such as a new employee or an external team, reducing the time needed to learn the processes enables teams to get the work done faster.
The first step of any continuous improvement procedure is to define the status of the process by creating an “As-In Flowchart”. This allows us to analyse the processes for any waste of time or inefficiency. After we identify the bottlenecks or areas for improvement, we can draw a new flowchart to implement the leaner processes.






















Mind map Staff don’t want to work for your company. 

Staff get tired  due to extra workloads.



Extra work load for everyone else.


High turnover of staff. 



Guest has a bad experience.

Low staffing levels 

High percentage of wastage.

They leave un happy. 


Bad social media review and they tell there friends about the experience.

No new customers for you or your business.
You could fall in to debt or arrears with higher purchases items.
Unable to pay staff and bills if you have no money coming in to the business.
You could loss money if the staff makes loads of mistakes to being over tired and over worked with low staf.









	
If you are in debt and there is no way back you could potentially lose your business and anything that is linked  with it.








A mind map is a collection of ideas that have been put into the format of a visual diagram. Starting with a central idea or topic in the middle of the map, branches emanate from the centre containing further themes and concepts to be explored 
In a mind map, information is structured in a way that mirrors exactly how the brain functions – in a radiant rather than linear manner. It literally ‘maps’ out your thoughts, using associations, connections, and triggers to stimulate further ideas. They make it easier to extract your ideas from your head into something visible and structured.
In 1970 Scientific American magazine published Ralph Haber's research showing that individuals have a recognition accuracy of images between 85 and 95 percent. There is a well-known quote, "A picture is worth a thousand words".
We associate and remember images because they make use of a massive range of your cortical skills, especially imagination. Images can be more evocative than words, more precise and potent in triggering a wide range of associations, thereby enhancing creative thinking and memory. These findings support the argument that the Mind Map is a uniquely appropriate tool. It not only uses images, it is an image.

5Ws of understaffing 
What: Understaffing is when there’s too much work and not enough staff. It’s also known as being short staffed. This seems straight forward and fairly easy to monitor. However, not having enough staff will affect different industries and business differently. 

Who: there are a few people who can be affected by your business being short staffed. Firstly, the customer can be affected because if you are short staffed, they could be waiting a little extras time for a service that you are providing, secondly it is your business at risk of losing those customers they might not come back due to sloppy service and longer waiting times, and the final one and the most important one is your staff that are in work. 

  Why: Leaving positions empty for a long time can really harm employee morale and increase your workers’ stress levels. They’ll have to take on extra work, which means they’ll be faced with more work than they can do in a day, a faster pace than they’re used to, and tight deadlines that they might not be able to meet. They might have to work overtime, and you might start to see serious signs of burnout
If your employees burn out and are stressed and unhappy in their employment, chances are, they’ll start looking for work elsewhere. Who wants to go into work every day feeling miserable and stressed out? Losing even more employees due to employee stress will lead to even more empty positions to fill. This is counterproductive to business as well as costly.

When: you will start noticing bad staffing levels almost immediately, because you won’t have enough staff to run your business. The staff that do turn up will start to feel tired and this is where standards start to slip. This will have a knock-on effect because the staff will feel burnt out, they stop caring about presentations, cleanliness and won’t have enough time to give your customers the attention that they will need. 

Where : while your staff are tiring them selves out working for you and being short staffed, this is going to affect your business in the long run. This is because the standards slip, they don’t care about presentation or the customer, the customer then goes and tell a friend about the experience that then deters the friends from thinking about trying your services/ products. The guest that had the bad experience could also write a bad review over all your social media pages, everyone that follows your business will also see this. In the long run you could see less customers coming to your business this is going to affect your revenue and sales which is also could affect you hiring more staff. So, doing it right from the start is the best option.

5 whys 
Five whys (or 5 whys) is an iterative interrogative technique used to explore the cause-and-effect relationships underlying a particular problem. The primary goal of the technique is to determine the root cause of a defect or problem by repeating the question "Why?" five times. 
The problem
Understaffed 

	
The root cause 
Staff calling in sick 


Why 
Feel under pressure 

 
why
They feel under pressure due to the extra work load 


Why 
There is no staff to cover, as other staff has called in sick 



Why 
Why 
They have not anticipated how busy or how much staff they need on a day to day basis 
The business has not employed enough staff 









Ishikawa diagram
The Fishbone Diagram (also known as the Ishikawa diagram) is a root cause analysis tool used to identify possible causes of problems or inefficiencies in a process.
The Fishbone Diagram was first created by Kaoru Ishikawa, an engineer, and professor at the University of Tokyo in 1943. Ishikawa based his diagram on the assumption that every problem is a result of an error or inefficiency. Ishikawa believed that it's better to identify the root cause of a problem and fix it, rather than find a patchwork solution. Doing so would avoid the recurrence of these problems, which would improve workflow efficiency. Ishikawa initially used the diagram in an industrial setting, but over time its use has spread to many more industries.
The Fishbone Diagram is said to look like a fishbone and consists of three main elements that were named with this in mind:
· Fish Head: This is the part of the diagram where you write the main problem identified. It is the basis for completing the rest of the fishbone diagram template.
· Spine: Like all fish, the Fishbone diagram has a spine that branches out and provides support. On the one end is the head while leading away are all the bones branching off. Each of these represents a higher-level category that needs to be considered.
· Bones: The bones of the diagram branch out from the spine; this is where the various potential causes can be listed. You can add as many as you are able to identify.

Teams can use a Fishbone Ishikawa Diagram template to visualize all possible causes of a problem and zero in on the underlying cause. In doing so, they are able to anticipate the consequences with effective analysis.








 


     materials
     methods
     machines

                   Staff makes your             
              Business what it is 

           Systems went down 
Why are we short staffed 

        Family emergencies 


Double check the rota, and make sure I have enough staff working each day 

Did not check the rota to see if there’s enough staff
Weather storms closing roads makes it harder for staff to get in 



    measurements
Mother nature 
     manpower




Solutions 
	                                                   Understaffed 

	 Good 
		Bad 

	· If your business is quiet and are unfortunately to be short staffed, this would lower your pay roll 

· If it quite you got an extra opportunity to spend with customers and get to know them on a personal level. 

· Extra cleaning could be done due to a EHO visit 
	· If it got busy and your short staffed, this an make the staff tired

· Other staff could refuse to stay on for you.

· You could lose customers due to you being short staffed as they are waiting a long time for service 

· Could be very costly in the long run due to, no new customers, staff making mistakes and then wastages.



Evaluate
there are number of ways you can evaluate a business staffing levels to see if they have a good or bad staffing levels.
1. Evaluate Business Flow
Observing and evaluating regular business flow offers key insights into staffing needs. For example, it might be a no-brainer that certain times of the day require more staff to be present than others, such as more wait staff at a restaurant during peak lunch and dinner hours, or more cashiers at a grocery store after most people get off work. In other cases, peak times may not be so easily identified. Human resources departments and managers need to observe the regular ebb and flow of their business operations and from that determine when staffing needs are greater or fewer. Quantifying the data can help.   
2. Ask Managers
An informal but effective way to determine optimal staffing levels is to talk to managers about their needs. Managers typically know when the busiest times are and when they need the most people available. In some cases, it can even be better to give managers the power to determine and act on their own staffing needs. Observe independently, however, because allowing managers too much freedom can backfire. Excess staff results in needing to pay those workers, so managers shouldn’t be allowed to have more employees at any given time than they realistically need to serve customers and perform their operations within the company.
3. Pay Attention To Customer Experience
Another key indicator is the customer experience. Businesses can determine this by taking customer surveys or simply observing when customers have a long wait time. If complaints from customers keep cropping up, that is a good sign a company is short-staffed. Companies can then use that data to more effectively determine how many staff members they need present at key times. The main downside to this method is that it tells a company nothing about whether they have too many staff members working at any given time. However, it can still be helpful.
Grid analysis 
    
	Staffing levels 

	
	

	 
	 
	new staff member 
	 
	preference 
	 
	

	salary 
	£19,000
	 
	 
	 
	£20,000
	 
	 
	

	business flow 
	6
	 
	 
	 
	8
	 
	 
	

	customer experience 
	6
	 
	 
	 
	9
	 
	 
	

	managers in put 
	5
	 
	 
	 
	7
	 
	 
	

	basses covered 
	3
	 
	 
	 
	5
	 
	 
	

	competitors 
	4
	 
	 
	 
	5
	 
	 
	




	adjusted 
	 
	 
	 
	 
	 
	 
	 

	 
	 
	new staff member 
	 
	weight

	salary 
	95
	 
	 
	 
	90
	 

	business flow 
	75
	 
	 
	 
	85
	 

	customer experience 
	66.66667
	 
	 
	 
	70
	 

	managers in put 
	71.42857
	 
	 
	 
	65
	 

	basses covered 
	60
	 
	 
	 
	60
	 

	competitors 
	80
	 
	 
	 
	50
	 



	 
	new staff member 
	 

	salary 
	9025
	 

	business flow 
	7125
	 

	customer experience 
	6333.333
	 

	managers in put 
	6785.714
	 

	basses covered 
	5700
	 

	competitors 
	7600
	 

	total 
	42569.05
	 







Cost benefit analysis 
Cost benefit analysis, also known as benefit cost analysis, is a tool for comparing the costs of a decision with its benefits. The tool is often used in the business world, where the decision can be anything from developing a new product, to changing an existing process.
Since both costs and benefits can be expressed in monetary terms, these ratios can also be expressed numerically. As a result, cost benefit or benefit cost ratios lend themselves well to comparison, which is why cost benefit analysis can be used to compare two or more definitions.
The process is simple. For each decision or path in question, identify, calculate, and sum up the associated benefits and costs. Then, divide the total benefits by the total costs to obtain the benefit cost ratio for that particular choice. After doing this for all paths, compare the ratios to see which is highest — in other words, to see which path offers the most benefit for the least cost.
	cost-benefit analysis: hiring new staff
	Total
	Month 1
	Month 1
	Month 2
	Month 2
	
	

	
	
	
	
	Units
	£
	Units
	£
	
	

	Advertising
	
	£140
	
	1
	£140
	1
	£140
	
	

	Reviewing CVs
	
	£10
	
	20
	£200
	30
	£300
	
	

	Conducting interviews
	
	£60
	
	12
	£720
	15
	£900
	
	

	Training
	
	£240
	
	1
	£240
	1
	£240
	
	

	Health & safety courses
	
	£200
	
	1
	£200
	1
	£200
	
	

	Uniform
	
	£75
	
	2
	£150
	4
	£300
	
	

	Salary
	
	£20,000
	
	12
	£1,666.66
	12 x2 staff 
	£3,333.32
	
	

	monthly outgoings
	
	
	
	
	
	
	
	
	

	Utility bills
	
	£299.00
	
	5
	£1,495.00
	5
	£1,495.00
	
	

	Staff salary
	
	£1,711.10
	
	3
	£5,133.32
	3
	£5,133.32
	
	

	Product brought
	
	£2,000
	
	1
	£2,000
	1
	£2,800
	
	

	Monthly outgoings total
	
	
	
	
	£11,945
	
	£14,842
	
	

	Monthly income
	
	
	
	
	£11,688.00
	
	£15,660.20
	
	

	Monthly NET
	
	
	
	
	-£257
	
	818.2
	
	

	
	
	
	
	
	
	
	
	
	




In my cost benefits analysis, it says in month 1, I am not profitable to hire a new member of staff. In month two  it states that I can afford to hire two new staff members if I need too. Looking at the numbers I don’t think I will hire two new members of staff I will do one if sales increase. And from there I can grow my business accordingly.



Implementations
An implementation plan—also known as a strategic plan—outlines the steps your team should take when accomplishing a shared goal or objective. This plan combines strategy, process, and action and will include all parts of the project from scope to budget and beyond. In this guide, we’ll discuss what an implementation plan is and how to create one.
An implementation plan is a document that outlines the steps your team should take to accomplish a shared goal or initiative. Implementation planning is the counterpart to a strategic plan. If the strategic plan details what strategies you will use to hit a specific goal, the implementation plan is the step-by-step guide for how those goals will be achieved.
The purpose of an implementation plan is to ensure that your team can answer the who, what, when, how, and why of a project before moving into the execution phase. In simple terms, it's the action plan that turns your strategy into specific tasks. A good way to know whether your implementation plan is effective is to hand it to someone outside of your team and see if they can understand the project in its entirety. Your implementation plan should leave no questions unanswered.


	
	
	
	recruiting new staff 
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	Start date 
	
	Days to complete 
	
	
	

	Advertise the job 
	
	03 March 2023
	
	14
	
	
	

	Go through CVs 
	
	17 March 2023
	
	3
	
	
	

	Organise interviews 
	
	17 March 2023
	
	2
	
	
	

	Conduct interviews 
	
	20 March 2023
	
	4
	
	
	

	Hire the staff member 
	
	23 March 2023
	
	1
	
	
	

	Go through health & safety courses 
	
	26 March 2023
	
	4
	
	
	

	Train the staff member up on all SOPs 
	01 April 2023
	
	5
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	



	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	 
	  
	
	
	
	
	
	
	







Stakeholders

A stakeholder is a party that has an interest in a company and can either affect or be affected by the business. The primary stakeholders in a typical corporation are its investors, employees, customers, and suppliers.

Stakeholders can be internal or external to an organization. Internal stakeholders are people whose interest in a company comes through a direct relationship, such as employment, ownership, or investment.
External stakeholders are those who do not directly work with a company but are affected somehow by the actions and outcomes of the business. Suppliers, creditors, and public groups are all considered external stakeholders.
Stakeholders are important for several reasons. For internal stakeholders, they are important because the business’s operations rely on their ability to work together toward the business’s goals. External stakeholders on the other hand can affect the business indirectly.
For instance, customers can change their buying habits, suppliers can change their manufacturing and distribution practices, and governments can modify laws and regulations. Ultimately, managing relationships with internal and external stakeholders is key to a business’s long-term success.  
Your stakeholders may not end up liking or supporting the outcome, but they should at least be able to endorse the process and recognize that it was fair and inclusive. Of course, that won’t always happen – you’ll find that many stakeholders will attack the process if they’re unhappy with the outcome. But if you can manage stakeholder expectations at each step of the process, your stakeholders will:
· See that you’re open and honest
· Understand the process
· Know where the boundaries are and what is or isn’t possible
· Hear the reasons behind any decisions made
Different types of stakeholders 
Primary and Secondary Stakeholders
A stakeholder’s level of investment in the results and outcomes of your project are going to depend on their interest in or level of importance to the project.
Primary stakeholders are the ones who receive the most impact from your project, positively or negatively. These can include your employees, customers, managers, suppliers, business partners, and more.

Secondary stakeholders are individuals and groups that you and your project don’t directly affect. They’re more difficult to identify compared to primary stakeholders. Project teams don’t always consider secondary stakeholders when planning, because they don’t normally affect project implementation and operations unless they actively involve themselves and become vocal about their positions. When that happens, their impact can be massive.
Examples of secondary stakeholders include governments, trade unions, advocacy groups, and others.
Direct and Indirect Stakeholders
An individual or organization can have the power to influence decisions that the project team will pursue. Direct stakeholders are involved in the team’s activities and can change the project’s direction. Your team, managers, product owners, and others are direct stakeholders.
Individuals or groups that care more about the outcome of your project — rather than its implementation — are indirect stakeholders. These include your customers and suppliers. They aren’t involved in your activities, but they have something at stake for how well (or poorly) you do.

Internal and External Stakeholders
Internal and external stakeholders are those within your organization and outside your organization, respectively.

Internal stakeholders include your board of directors, upper management, and other departments in your company that may influence your flow of resources (e.g., human resources, finance team, etc.).
Your local community, government, prospective clients, competitors, and suppliers, on the other hand, are your external stakeholders.
 
Identifying, categorising and communicating 

You’re not always going to be able to meet the needs of all your stakeholders. There’s often a trade-off involved and sometimes there are winners and losers in a project. The key to good stakeholder management isn’t necessarily about giving your stakeholders the exact outcome they want, but about supporting them through the process and giving them as much opportunity as possible to shape the outcome. 
Before you can manage your stakeholders’ expectations, you need to know who your stakeholders are. 
Your stakeholders include anyone who may be impacted by or have an impact on your project or organization. This includes people inside your organization (employees, managers, executives, and shareholders) and external people, organizations, and community groups (customers, creditors, suppliers, resellers, schools, media, regulatory authorities, non-government organizations, community groups, and locals).
Most projects have a range of different stakeholders. As such, they’ll likely have a broad range of expectations.
You’ll need to approach each group differently, providing information that’s relevant to them. This is where stakeholder mapping can be invaluable. 
Darzin’s stakeholder mapping tool helps you understand your stakeholders in relation to three key criteria:
1. Influence
2. Impact 
3. Interest

Provide regular updates to your stakeholders. Start by explaining the process, the timing and exactly what scope there is for stakeholders to influence decisions. Making sure that everyone understands the process and the role they can play in the process is a critical first step.
Put a plan or roadmap in place and share it. If your project is ongoing, your stakeholders will likely see it go through several stages and transitions. If you can clearly communicate this with a written plan or roadmap, they’ll understand what’s happening and when.
Demonstrate that you’re making progress or moving towards the overall outcome and communicate this regularly. Depending on the project timeline and stakeholders, you may need to provide progress updates anywhere from every 2 weeks to 2 months. Some ways you can update your stakeholders include:
· Sending an email
· Calling them on the phone
· Hosting a community meeting
· Posting an update on your website
· Sharing social media posts
Communication plan 
A communication plan is a policy-driven approach to providing stakeholders with information. The plan formally defines who should be given specific information, when that information should be delivered and what communication channels will be used to deliver the information.
An effective communications management plan anticipates what information will need to be communicated to specific audience segments. The plan should also address who has the authority to communicate confidential or sensitive information and how information should be disseminated (email, websites, printed reports, and/or presentations). Finally, the plan should define what communication channels stakeholders will use to solicit feedback and how communication will be documented and archived.

The importance of a communication plan
Communication planning is important because it can establish significant relationships between a business and its key audiences. You can think more closely about how consumers or stakeholders may perceive messages, which can allow you to maintain a positive reputation for the business. Planning can also enable you to ensure that you remain in consistent contact with significant groups. You can reference the outline to remind you to send updates and follow up with individuals who can contribute to the growth of the organization.













	Item
	purpose
	Audience 
	Date
	Responsible 
	Authorization 

	Team meetings 
	To see if there’s any problems in the work pace and what can be done better 
	Managers & all staff members.
	Monthly 
	Managers
	Managers 

	Health & safety meetings 
	Check all equipment, review any new rules and to make sure if all certificates are up to date.
	Owner and management
	Every 3 months 
	Owner 
	Owner 

	Strategic sales meeting 
	Have meeting on sales and how to drive sales 
	Owner
Management 
All staff
	Monthly 
	Management 
	Management 

	Action plan 
	To see how we can approve our business 
	Stakeholders 
Management 
	Every 6 months 
	Owner 
	Owner 

	Check prices of products
	To check prices on products we sell and do a price comparison with different suppliers 
	Management 
Suppliers 
	Monthly 
	Management 
	Owner 
& Management 








Monitoring progress

A one-on-one meeting is a type of meeting that happens between two people who work together. Generally, these important conversations happen between managers and each of their direct reports. The opportunity to connect in a one-on-one environment, versus a larger team meeting, is important and beneficial both for the employees and managers.
From discussing ongoing work to coaching performance and even working through interpersonal conflict, having moments for candid conversations at work has a whole host of benefits. But if you’ve never had a one-on-one, the concept might feel like a bit of a question mark. What should you talk about? How often should you have one-on-ones? What do you get out of these talks?

There are a number of reasons for managers and employees to meet regularly. The purpose of your one-on-one meetings might change from week to week, month to month, or quarter to quarter. Here are some common one-on-one purposes:
Building and maintaining the manager-employee relationship: For managers and employees to work well together, there needs to be a baseline of trust, familiarity, and understanding. In other words, there needs to be a relationship. One-on-one meetings give both managers and employees the perfect opportunity to build, foster, and maintain that relationship. This can make for stronger communication and a more effective working environment.
Developing action plans: Helping each team member grow professionally and succeed in their role is a key part of management. Sometimes, employees will need a bit more coaching and a clear performance action plan to help them get there. This should be seen as an opportunity for support and development. One of the best ways to do this is have employees work together with their managers to develop a performance plan.
Giving and receiving honest feedback: Getting constructive feedback can help employees reach their full potential. Having someone at work who helps them continually improve and develop is crucial. On the other side, receiving feedback from employees helps managers to develop in their roles and better support their team. One-on-one meetings are a great moment for giving and receiving constructive feedback between managers and employees.
Appraisals 

An appraisal is a meeting, usually held by a manager, to discuss your performance. They’re generally carried out on a quarterly or six-monthly basis, and allow you to review your objectives and goals, and talk about your ambitions. This allows you and your manager to work out the best ways to build your career in line with the company’s objectives.
 Appraisals are a great way for employers to check your progress, as well as allowing you to talk about your own development.
Here are just a few reasons for doing an appraisal:
· Achievements can be acknowledged
· Your career direction/salary will usually be reviewed
· Responsibilities and objectives can be assessed and (potentially) altered
· Any issues can be discussed and resolved
· Areas of improvement can be pinpointed
· Training and support can be arranged in line with objectives
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Start date 	Advertise the job 	Go through CVs 	Organise interviews 	Conduct interviews 	Hire the staff member 	Go through health 	&	 safty courses 	Train the staff member up on all SOPs 	44988	45002	45002	45005	45008	45011	45017	Days to complete 	14	3	2	4	1	4	5	


start date	Employ staff 	Monitor progression	One to on meeting 	Monitor progression	Appraisial 	44643	44646	44676	44677	44739	3	Employ staff 	Monitor progression	One to on meeting 	Monitor progression	Appraisial 	3	30	1	60	1	





	 
image1.jpeg
PRIFYSGOL CYMRU ———
S Y Drindod Dewi Sant
UNIVERSITY OF WALES

Trinity Saint David





image2.png




