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[bookmark: _Toc235969847][bookmark: _Toc239517204]AI Usage Acknowledgement

The following AI prompts were used:

“Hello Chat. Please have a look at the following documents and based on the assignment description and criteria found in the document titled 'Managing Projects 2026', create a simple assignment structure that follows the steps found in the document titled 'workbook idea 1'. The following parts are essential to be included in the whole of the assignment: Comparison between waterfall methodology and agile methodology, with my project using the Prince2 approach, defining the project concept, environmental analysis, pestle analysis, stakeholder analysis, project scope, work breakdown structures, mind map, critical path analysis, scheduling projects, resource management, risk management, RACI, Monitoring and control, Change control (scope creep; can just be mentioned in a different paragraph, doesn't require its own headline), project closure, project manager skills, a self-audit using SWOT, and a personal development planning.”  (ChatGPT version 5.5 – time 12:47 – 29.08.2026 (documents supplied were the 9 PowerPoint sessions on BMSK5014, the assignment brief and document “workbook idea”).
“Hi Chat. I've done a mind map using a tool I found online: https://app.mural.co/t/chaos6142/m/chaos6142/1788092408431/1d5e065bf07008c5e2bfb17aee26558d99010633 how would I then reference this for my assignment using APA7 style?” (ChatGPT version 5.5 – time 14:09 – 30.08.2026)












[bookmark: _Toc239517205]Introduction
This report presents the proposed planning and delivery of CWL1 Stress Awareness Day 2026, a workplace event scheduled for 4 November 2026 and designed to raise awareness of stress while providing associates with practical opportunities to engage with different approaches to stress relief and wellbeing. The project is managed within a fixed delivery date and must account for external suppliers, health and safety requirements, operational staffing, financial constraints and the involvement of multiple internal stakeholders. The report critically examines the suitability of different project management approaches before applying PRINCE2 as the principal framework. It then considers project initiation, environmental and stakeholder analysis, scope, scheduling, resources, risk, communication, monitoring, change control and project closure. Supporting project-management tools include a mind map, SWOT and PESTLE analyses, stakeholder and communication plans, a WBS, Gantt chart with dependencies and critical path, resource plan, RACI matrix and risk register. The report concludes by evaluating the project manager’s existing competencies and identifying areas for future development through a Personal Development Plan.
[bookmark: _Toc239517206]Project Management Methodologies and Approach
Waterfall and Agile represent contrasting approaches to organising project activity. Waterfall follows a sequential structure in which requirements are established early, and work progresses through defined stages, creating greater predictability where the intended outcome and delivery date are known in advance (Aroral, 2021; Samaratova, 2024). Agile places greater emphasis on iteration, stakeholder feedback and the ability to adapt requirements throughout delivery (Thesing et al., 2021). Thesing et al. (2021) argue that neither approach is universally preferable, as suitability depends on factors such as scope, time, organisational context and the level of uncertainty surrounding requirements. For the proposed Stress Awareness Day event, a predominantly Waterfall-style delivery would provide advantages because the four principal activities are agreed in advance and the event must take place on 4 November 2026 (Thesing et al., 2021). Supplier enquiries, approval, procurement, communication, sign-up arrangements and final preparation therefore need to progress towards a fixed endpoint. However, a completely rigid approach would be unsuitable because some operational details may need adjustment during planning. Attendance limits could change, committee members may be reassigned between activities, materials or decorations may be substituted, and contingency arrangements may become necessary if a facilitator or supplier becomes unavailable. Agile principles would support this smaller degree of flexibility, although continually revising the core activities would create unnecessary uncertainty once Senior Management has approved the proposal. A structured approach with controlled flexibility is therefore more appropriate than applying either methodology in its pure form.
PRINCE2 has consequently been selected as the principal management approach for the project. Valadares et al. (2024) identify PRINCE2 as one of the main established project-management methods, while Sajid (2023) emphasises its capacity to be tailored to the environment in which a project is delivered. This is particularly relevant to the proposed event because responsibility is distributed across several parties rather than held entirely by the project manager. The project manager would research suppliers, coordinate planning and allocate activities, while the Fun Committee Manager would retain responsibility for contractor bookings and financial transactions, the receptionist would support purchasing and internal communications, and Senior Management would authorise the project and any substantial changes affecting cost, safety or scope. PRINCE2 also provides a staged process from initiation through delivery and closure, with continuing attention to risk, change, responsibilities and business justification (AXELOS, 2017). These controls suit an event with a fixed date, external contractors, health and safety requirements and several individual work packages. At the same time, PRINCE2 can be tailored so that minor decisions, such as decoration, staffing allocation or information-board content, remain within the project manager’s authority rather than requiring repeated escalation (Sajid, 2023; AXELOS, 2017). Its value within this project therefore lies in providing clear governance without preventing the practical adjustments required during event preparation, consistent with the principle of management by exception.
[bookmark: _Toc239517207]Project Concept and Initiation
The proposed CWL1 Stress Awareness Day 2026 project involves the planning and delivery of a one-day workplace event on 4 November 2026, designed to raise awareness of stress while providing associates with practical opportunities to explore different approaches to stress relief and management. The project responds to an identified gap within the CWL1 events calendar and supports the wider aim of creating a workplace environment in which associate wellbeing, inclusion and a stronger sense of community are considered alongside operational performance. LaMontagne et al. (2014) suggest that effective approaches to workplace mental health should not focus solely on responding to existing problems but should also promote positive aspects of work and strengthen employees’ capacity to manage their wellbeing. This supports the inclusion of activities that combine stress awareness with opportunities for participation and relaxation. The planned deliverables comprise a mobile rage room, paint splash activity, two mindfulness sessions, two stress-awareness workshops, themed reception decorations and an information board supported by internal communications. Previous mindfulness activities at CWL1 have received positive informal feedback through the Voice of the Associate board and management engagement groups, indicating existing interest in wellbeing-focused activities. Success would be measured through strong uptake of available places, positive post-event associate feedback, successful delivery of the planned activities and the absence of health and safety or behavioural incidents.
Project initiation would begin on 10 August 2026, providing approximately twelve weeks for research, approval, procurement, communication and preparation before the fixed delivery date. Kerzner (2017) emphasises the importance of clearly established objectives and systematic planning in providing direction throughout a project, while Samset and Volden (2015) identify the front-end stage as particularly important because weaknesses in early project definition and decision-making can contribute to problems during later delivery. The initial proposal would therefore establish the organisational justification, expected benefits, estimated expenditure, required resources, supplier availability and principal risks before being presented to CWL1 Senior Management for approval. Supplier research would include preliminary availability enquiries and quotations from preferred providers together with alternative options, while the proposed financial provision would include a contingency of approximately 10–20% above the anticipated cost. Following approval, authorized personnel would complete contractor bookings and financial transactions, while the project manager would coordinate implementation. An initial mind map (Appendix A) would organise the project around activities, stakeholders, resources, budget, communication, health and safety, scheduling and risk, creating a foundation from which the more detailed planning tools could subsequently be developed.
[bookmark: _Toc239517208]Environmental Analysis
A SWOT analysis (Appendix B) was undertaken to assess the internal and external conditions affecting the proposed CWL1 Stress Awareness Day 2026 project. Gürel and Tat (2017) describe SWOT as a framework that separates internal strengths and weaknesses from external opportunities and threats, allowing these factors to be considered together during planning. A key strength of the proposed event is the availability of existing internal resources, including the Fun Committee, Associate Committee, established communication channels and previous experience of delivering mindfulness activities. These reduce the need to obtain all resources externally and provide an existing structure through which responsibilities can be delegated. However, the project manager has limited financial authority, making successful delivery dependent on timely approval, procurement and contractor booking by authorised personnel. External threats are particularly significant because the fixed event date provides little opportunity to recover from supplier cancellation, poor weather or unexpected health and safety concerns. Conversely, successful delivery provides an opportunity to strengthen associate engagement and demonstrate visible organisational support for wellbeing. Although SWOT helps identify these conditions, it remains relatively subjective and does not establish their relative importance by itself, meaning that the findings require further analysis rather than being treated as a complete decision-making tool (Gürel & Tat, 2017).
PESTLE analysis (Appendix C) provides a wider assessment of external conditions by examining political, economic, social, technological, legal and environmental influences. Yüksel (2012) explains that PESTLE provides an overview of macro-environmental conditions, although the relationships between individual factors should also be considered. Within this project, economic and legal influences are particularly important because contractor charges, associate time away from operational tasks and contingency expenditure must remain acceptable to Senior Management, while the rage room and outdoor activities require appropriate risk assessment, insurance, supervision and PPE. Social considerations are equally relevant because participation depends on associates viewing the activities as accessible, inclusive and worthwhile, while differing preferences justify offering several approaches to stress awareness rather than a single intervention. Environmental considerations include weather exposure, disposal of waste generated by the activities and the selection of lower-impact paint and balloon materials where practicable. Technological factors mainly support delivery through existing internal communication systems, while wider political influences are comparatively limited. The PESTLE analysis therefore indicates that financial control, safety, associate participation and environmental conditions require the greatest attention during subsequent planning.
[bookmark: _Toc239517209]Stakeholder Analysis and Communication
Stakeholder analysis is particularly important for CWL1 Stress Awareness Day 2026 because different groups hold different forms of authority over its approval and delivery. A power-interest matrix can assist in prioritising stakeholders according to their ability to influence the project and the level of involvement they require, although these positions may change as delivery approaches (Maqbool et al., 2022). Senior Management, the Fun Committee Manager and Health and Safety represent particularly influential stakeholders. Senior Management controls overall approval and expenditure, while Health and Safety could prevent an activity proceeding where risks are considered unacceptable. The Fun Committee Manager also has significant involvement through contractor booking and authorised financial transactions. The project manager has high interest and considerable operational responsibility but more limited formal authority over expenditure. Area Managers require close engagement because business requirements may prevent individual associates leaving operational roles, while Team Leads would be responsible for arranging suitable cover. Associates have comparatively little formal power, but their participation and subsequent feedback are central to determining whether the event achieves its intended purpose. External contractors similarly require active management because failure to deliver on the fixed date could directly affect project success. A detailed stakeholder analysis can be found in Appendix D. Maqbool et al. (2022) also identify stakeholder satisfaction and communication as important influences on successful project delivery.
Communication would therefore be adapted according to stakeholder responsibility rather than relying on the same information for every group. Bourne (2016) argues that effective stakeholder engagement requires communication to reflect differing expectations, interests and levels of influence rather than adopting a uniform reporting approach. Senior Management and Finance would receive the initial proposal and subsequent updates where cost, scope or significant risk changes occur, while the Fun Committee Manager and project team would require regular planning updates throughout preparation. Health and Safety would receive supplier documentation, risk assessments and proposed control measures, with Security being informed of contractor access requirements and parking arrangements. Facilities would require sufficient notice of room and outdoor-area requirements and post-event cleaning. Area Managers and Team Leads would receive participant schedules to maintain operational staffing, while associates would be informed through ACID screens, weekly briefs, information displays and separate day and night sign-up sheets containing associate name or login, manager and allocated session. This targeted approach should reduce operational disruption while ensuring that information reaches those responsible for approving, supporting and participating in the event. The full communication plan can be seen in Appendix E.
[bookmark: _Toc239517210]Project Scope
The scope of CWL1 Stress Awareness Day 2026 covers the planning and delivery of the four approved activities on 4 November 2026, together with the supporting work required to enable their safe and effective delivery. This includes supplier research and coordination, procurement of activity materials and decorations, internal communications, participant registration, staffing arrangements, health and safety controls, contractor access, room and outdoor-area preparation, and the creation of a stress-awareness information board. The information displayed will also signpost associates towards Amazon’s existing Employee Assistance Program and the wellbeing support available to employees and their families, although the provision of counselling, clinical support or longer-term mental-health interventions remains outside the project. Participation will be limited to CWL1 employees, primarily Tier 1 to Tier 3 colleagues who are scheduled to work on the event date and are operationally available to attend. Associates who are absent through holiday or sickness, attending formal meetings, or required to perform essential operational roles will therefore not be included in activity attendance. Refreshments are similarly excluded from the project budget because existing workplace facilities remain available to participants. Although the completed paint canvases are intended for later display within the building, their installation is not a condition of successful project closure because drying time and future changes to the reception area may affect when this can occur. Clearly defining these boundaries is important because uncontrolled additions can increase complexity, expenditure and schedule pressure, with research identifying scope creep as having a negative relationship with project success (Ahmed & Jawad, 2022). Any request to introduce an additional major activity after approval would therefore require separate resources and budget rather than being incorporated informally into the agreed scope.
[bookmark: _Toc239517211]Project Planning, Scheduling and Resources
Project planning for CWL1 Stress Awareness Day 2026 would begin by turning the initial idea into clear activities and manageable work packages. Kerzner (2017) explains that a Work Breakdown Structure (WBS) can be used to divide project requirements into smaller elements, making it easier to organise tasks and allocate responsibility. The WBS developed for this project is presented in Appendix F and separates the work into ten main packages, from initial research and proposal development through to event delivery and project closure. Following identification of the calendar opportunity on 5 August, formal project development would begin on 10 August with activity research, preliminary supplier enquiries, indicative quotations and the collection of supporting health and safety information. The proposal would then be submitted to the Fun Committee Manager on 17 August and refined ahead of the Senior Management meeting on 26 August, with informal consultation taking place with Health and Safety beforehand to reduce the likelihood of delays at the approval stage. Once approval is given, several activities can progress at the same time. Contractor bookings and procurement can begin while the project manager delegates communications, sign-up administration, information-board preparation, decoration and operational arrangements. A Critical Path Analysis would then help identify the tasks where delays would have the greatest effect on the overall project timeline. Kerzner (2017) links network scheduling with dependencies, available slack and overall project duration. In this case, proposal completion, management approval, contractor confirmation and any required safety clearance are particularly important because the event date cannot be moved. The main limitation is that project work must be completed alongside normal operational responsibilities. Committee members, including the project manager, still have their usual workplace duties and generally only have ten allocated committee hours each month. This means that even where the plan appears to allow enough time, day-to-day business needs may reduce actual availability, making delegation and parallel working important to keeping the project on schedule.
Scheduling would begin immediately after approval on 26 August, with the most time-sensitive activities being prioritised while other preparation continues alongside them. A Gantt chart incorporating task dependencies and the identified critical path would be used to display planned start and completion dates, overlapping activities and those tasks where delay could affect the fixed event deadline. The proposed project schedule is presented in Appendix G and demonstrates how procurement, staffing, safety planning, communications and participant administration can progress simultaneously while working toward the fixed event date. Wilson (2003) explains that Gantt charts have historically been used to show start and finish dates, coordinate activities and identify how workloads are distributed over time, although their usefulness becomes more limited as project complexity increases. For this project, the Fun Committee Manager would contact the preferred suppliers on 27 August, with contracts, final Health and Safety review and deposits expected to be completed by 28 August. Existing materials would be checked during the following week before additional supplies are ordered in early October, allowing sufficient time for delivery while potentially taking advantage of seasonal offers. Promotion and participant registration would begin on 19 October, with a small waiting list maintained for limited-capacity activities. Registration would remain open until the event where spaces remain available, reflecting the possibility of late sign-ups, withdrawals or operational changes. External suppliers would be reconfirmed approximately seven to ten days before the event and again one or two days beforehand. Parking areas required for the outdoor activities would be cordoned off two shifts in advance, allowing associates time to adjust to the temporary restrictions. The final schedule would therefore contain several activities running simultaneously, which is appropriate because communication, staffing, procurement and safety preparation can progress independently while still working towards the fixed delivery date of 4 November.
Resource planning for CWL1 Stress Awareness Day 2026 needs to consider staff availability as well as physical and financial requirements because most internal contributors will continue performing their normal workplace duties throughout the project. Kerzner (2017) discusses the importance of organising and staffing project teams so that responsibilities are matched with the resources available to complete the required work. Within this project, the project manager and committee members would mainly use their allocated ten monthly committee hours for planning, preparation and delegated activities, while the internal mindfulness facilitator would complete both sessions within a normal paid shift rather than creating an external facilitation cost. Health and Safety supervision would be required throughout the rage room activity, although this could be shared between representatives in approximately two-hour periods, including a clear handover around the 17:30 shift change. The stress-awareness workshops would not require separate supervision where a Team Lead is already attending, while the mindfulness sessions would be managed by the trained internal facilitator. Existing site resources also reduce expenditure because rooms, tables, chairs, printers, paper, barriers and cones are already available. Direct costs are therefore concentrated around external contractors, paint, canvases, balloons and decorations, while associate participation and committee activity create an internal opportunity cost through time spent away from normal operational work. The proposed resource plan is shown in Appendix H, while the RACI matrix in Appendix I clarifies responsibility, accountability, consultation and information requirements across the main project activities.
[bookmark: _Toc239517212]Risk Management
Risk management for CWL1 Stress Awareness Day 2026 would begin during project initiation and continue until event delivery, as several uncertainties could affect cost, safety, participation or the ability to deliver activities as planned. A risk register was developed to record the principal risks, their estimated likelihood and impact, mitigation actions and ownership (Appendix J). Patterson and Neailey (2002) identify the risk register as a useful means of documenting project risks and developing mitigation plans for higher-level concerns. For this project, adverse weather represents the greatest overall uncertainty because the event takes place in November and both the paint splash and movement to and from the rage room involve outdoor areas. Mitigation would include monitoring forecasts, making umbrellas or rain ponchos available and considering temporary shelters where financially practical. However, severe weather may require the paint splash to be postponed rather than attempting to deliver an activity in unsuitable conditions. Participant injury during the rage room is less likely but potentially more serious. Controls would therefore include supplier safety procedures, PPE, participant briefings and continuous Health and Safety supervision, with representatives able to rotate during the six-hour activity. Supplier cancellation is also treated as a high-priority risk because the fixed event date provides little opportunity for recovery, making alternative suppliers and advance reconfirmation important. Operational staffing, material availability and cost increases are lower level but still require monitoring. Although scoring helps prioritise attention, risk assessment remains partly judgement based. Williams (1996) argues that likelihood and impact should both be considered and warns that simplistic numerical rankings can be misleading. The register should therefore be reviewed as the event approaches rather than treated as a fixed assessment, particularly where weather, staffing and supplier availability can change rapidly.
[bookmark: _Toc239517213]Monitoring and Control
Monitoring and control would continue throughout the project to identify delays, overspending or changes before they threaten delivery. A shared Quip tracker would provide a practical method of monitoring progress, listing the smaller tasks, their allocated owners and completion status, alongside brief updates such as materials ordered, information board completed or paint balloons prepared. Individual task owners would update the tracker as work is completed, while the project manager and Fun Committee Manager would remain in close contact and hold more structured progress reviews approximately every two to three weeks. A separate record of committed and actual expenditure would also be maintained against the approved budget. Monitoring would consider the relationship between time, cost and quality represented by the project management Iron Triangle. Atkinson (1999) identifies these as traditional measures of project management performance, while Pollack et al. (2018) show that time, cost and quality remain strongly associated within project management literature, although scope is also commonly used as an alternative constraint. For CWL1 Stress Awareness Day, the delivery date of 4 November is fixed, and safety or activity quality should not be reduced simply to save time or money. Consequently, scope provides greater flexibility where resources become constrained. Minor alterations, including decoration choices, communication wording or staff allocations, could be managed by the project manager without further approval. Changes affecting expenditure, safety, external contracts or the four approved core activities would instead be escalated to the Fun Committee Manager and other relevant decision-makers. This helps limit uncontrolled scope creep, which Ahmed and Jawad (2022) associate with changes to originally agreed project requirements. A proposed fifth major activity would therefore either be deferred to a future event or treated as a formal change requiring additional resources, budget and approval rather than being absorbed informally into the existing project.
[bookmark: _Toc239517214]Project Closure
Project closure would begin immediately after Stress Awareness Day and be completed within approximately one week. The project manager would confirm that the planned activities had been delivered, external suppliers had completed their contractual requirements, expenditure had been recorded and temporary event areas had been returned to normal use. Feedback would be gathered through existing workplace channels and compared with participation levels, cancellations and any safety or operational issues recorded during the event. A short review with the Fun Committee Manager would identify what worked well, what could be improved and whether any activities should be repeated in future events. This reflects the PRINCE2 emphasis on formally closing a project and capturing lessons that may benefit future work (AXELOS, 2017). The later display of the paint-splash canvases would not prevent project closure, as the artwork may require drying and suitable display space to become available. Closure would therefore focus on completion of the approved event, financial and operational follow-up, and recording lessons learned rather than requiring every longer-term outcome to be completed.
[bookmark: _Toc239517215]Project Manager Skills, Self-Audit and Development
Effective project management requires a combination of technical planning ability and interpersonal competencies rather than reliance on project management tools alone. Stevenson and Starkweather (2010) found that employers placed considerable importance on softer competencies including leadership, communication, attitude and the ability to manage ambiguity and change. Similarly, Müller and Turner (2010) identified critical thinking, influence, motivation and conscientiousness among competencies consistently demonstrated by successful project managers, while also finding that required leadership profiles vary according to project type. For CWL1 Stress Awareness Day, particularly relevant competencies therefore include leadership and delegation, communication and stakeholder management, planning and organisation, problem solving, adaptability and effective management of available resources.
The self-audit identifies communication, critical thinking and problem solving as particular strengths of the project manager. Communication channels are actively maintained and there is confidence when communicating with colleagues at different organisational levels, including senior leadership. However, the tendency towards an informal and highly communicative style may require greater adjustment according to the audience, particularly where concise or more formal communication is appropriate. Adaptability is another strength, as unexpected changes may initially cause frustration but are generally followed quickly by a focus on alternative solutions. Budget awareness is also reasonably developed, with consideration given to financial limits and the consequences of additional expenditure, although experience of formal project financial control remains more limited. The more significant development areas concern delegation and consistency in following project plans. There is a tendency to retain close control over delegated work because of uncertainty about whether tasks will be completed to the expected standard, particularly when team members work different shifts. Although this may protect quality in the short term, excessive monitoring can reduce the benefits of delegation and increase the project manager's own workload. Planning itself is comparatively strong, but maintaining the original plan becomes more difficult once competing priorities or unexpected changes occur. This suggests that development should focus less on creating more detailed plans and more on creating flexible plans that can be monitored and adjusted without becoming abandoned when circumstances change.
The resulting Personal Development Plan is presented in Appendix K. Priority is given to improving delegation, maintaining progress against agreed plans and adapting communication to different stakeholder groups. Development should occur through practical application rather than training alone, using defined task ownership, agreed checkpoints and regular progress reviews during future workplace projects. Planning could be strengthened through shorter milestones, visible task tracking and deliberate contingency time rather than relying on recovery once activities move off schedule. These actions would build upon existing communication, adaptability and problem-solving strengths while addressing areas that could become more significant when managing larger or more complex projects.
[bookmark: _Toc239517216]Conclusion
CWL1 Stress Awareness Day 2026 demonstrates how project management tools can be applied to a workplace event with a fixed deadline, multiple stakeholders and operational constraints. The use of structured planning, scheduling, risk management, communication and defined responsibilities supports delivery while allowing limited flexibility where circumstances change. The project also highlights the importance of balancing time, cost, quality and available resources rather than treating planning as a fixed process. Overall, successful delivery would depend not only on the project plan itself, but also on effective communication, adaptability and timely decision-making throughout the project.
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Initial project mind map
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Note: Created by the author using Mural
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SWOT Analysis
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PESTLE Analysis
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Stakeholder Analysis
[image: ]





[bookmark: _Toc239517223]Appendix E
Communication Plan
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Work Breakdown Structure
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Gantt Chart with task dependencies and critical path identified
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Note: Created by the author using onlinegantt.com
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Resource Plan
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RACI matrix
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Risk Register
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significant additional expenditure.

Previous mindfuness.

Strength | sessions received positive | Provides some indication that wellbeing-focused actviies are likely to atiract associate interest.
informal feedback
Vix of internal and external |The mindfulness activity and some event preparation can be delivered internally, reducing contractor
delivery expenditure.
Varity of actvites | PTOVdeS iferent approaches to siress awareness and siess reif raher than relying on ane type
of activity
d::gf;i:s::ﬁz’;j:ﬂ";y Procurement and contractor payments depend on authorised personnel completing actions on time.
Associates must be
released from operational | Mindfuiness, workshops and rage-room participation create an internal labour/opportunity cost
Weakness bl
Limited capacity Rage-room, mindfulness and workshop places cannot accommodate the entire workforce.
Coordinati
e s Resources and supervision must be available across both day and night activties
different shifts
incressed sssockie The event may improve participation in future wellbeing and Fun Committee activities.
engagement
OP"";‘”"" MEEE s“muuge';'ga““”a‘e Successful delivery may reinforce perceptions that employee wellbeing is taken seriously.
Permanent artwork The two paint canvases provide a lasting reminder of the event after Siress Awareness Day.
Future event leaming Feedback and lessons leamed could inform future wellbeing activities at CWLT
Extomal contractor Could result in an activity being cancelled because the event date cannot move.
cancellation or failure
Poor weather May reduce participation or create difficulties accessing the outdoor rage room and paint activity.
Health and safety incident | Could cause inury, interrupt the event and negatively affect future approval of similar activiies.
— e Senior Management or Finance may require modifcation f projected expenditure is considered

excessive.

Parking disruption

The cordoned rage-room area may reduce normal parking availability and increase use of overflow
parking

Low participation or no-
shows

Could reduce the perceived value of expenditure and leave limited-capacity sessions underused
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PESTLE factor

Project consideration

Potential response.

Poiitical

Limited direct political influence
on the event, organisational
priorities and approval
requirements are more
significant

Wiaintain alignment with CWL1 wellbeing, inclusion and associate
engagement prioriies.

Economic

Contractor fees, materials,
interal associate time and
contingency expenditure
increase project cost

Obtain quotations before approval, identiy alternative suppliers
andinclude a 10-20% contingency allowance.

Social

Associates have different
atttudes towards stress and
difierent preferences for
relaxation or siress relief.

Offer several actvities and make partcipation voluntary and
accessible across both shifs

Perceptions of organisational
‘support may influence
engagement with the event

Communicate the purpose as siress awareness and associate
‘wellbeing rather than simply entertainment

Technological

ACID screens and other internal
systems provide established
communication channels.

Prepare communication materials and schedule promotion
before the event.

Rage-room delivery depends on
specialist supplier equipment

Confirm equipment requirements and supplier contingency
arrangements before contracting

Legal

Rage-room participation
presents health and safety risks
involing broken materials.

Require supplier insurance and risk documentation, PPE, safety
briefing and appropriate site supenvision.

Participant sign-up information
contains associate names.

Restrict sign-up information to what is necessary for
administering attendance and use existing intemal processes.

Environmental

Paint, balloons and broken
materials generate waste

Select environmentlly preferable materials where practical and
establish appropriate collection and disposal arrangements.

| Two actiites require associates
to access an outdoor areain
Noverber.

Monitor weather forecasts, select suitable locations and establish,
contingency arrangements where possible.
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Stakeholder

Interest

Power

Management

Main project interestinfuence.

approach
‘CWLA Senior ‘Approves project overall budget and
Management/cu | 19" B ="20° closely| significant changes
e High | Keep satisiea | COMMS fnancialviabity and approves
expenditure
Reviews risks and controls and can preven]
Health & Safety | High High  |Manage closely e el el ol
Supports project manager, books
FunCommitiee (RS High  |Manage closely|  contractors and manages authorised
Manager
financial ransactions.
Coordinates research, planning,
Project Manager | High Manage closely|  dslegation, implementation and
monitoring
Keep closely | Maintain operational stafing and may
Area Managers P cloself | prevent individual associates attending
informed
where business requirements take priorty.
|Arrange operational cover when associates|
Teamleads | High Keep informed b
Supports procurement, ACID
Receptionist/
el Keepinformed | communications and information-board
preparation
Lowto Supports preparation, decoration,
S0 COmTHE e B N <P ‘™= supension and administration
Associate Low | Keepinformeg | Pre¥ides addiional stafing supportwhere
Committee required.
o Participate in activiies and provide
Associates High | iy | Keepinformed | feedback defermining perceived event
success
Rage Room Supplies and operates specialistrage-
Events o pansoeTiceel room seice on the fixed date
Stress
wanagomert | \anage cosely|  Delvers e two stess-awareness
‘workshops.
Society
Internal
minanmess  |REREY \anage dosely|  DeNers o scheduled minduness
sessions
faciltator
oy Keep informea | COMIolS contracir access, visior badges
and car-park supenision
— Kesp nformea | __ SUPPOTS foom conditon, waste

‘management and post-activity cleaning.
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Stakeholder Information required Method Frequency /timing | Responsibilty
Project
Senior Proposal, budget,signifcant | Formal proposal | o oy | SoR
Management/ |  risks, exceptions and major management
exception Committee
=) changes update
Manager
Expected expenditure, quotations | Proposal /financial | APPTOValANAWNEN ¢y oo o
Finance financial change
and contingency documentation Manager
oceurs
Contractor documentation, fisk During planning and
Health & Safety | assessments, PPE, layouts and Mol final review before bl
documentation Manager
controls event
Fun Commitee| _ PTo9TeSS Suppler staus, Mesting /direct | Weekly,increasing | Project
purchasing needs, issues and
Manager communication closerto event Manager
decisions
Regulary during
Projectteamy | ASsioned aciviies, deadiines, Committee i) e
setup and supenision meetings /internal
committees immediately before | Manager
requirements messaging
event
Schedule ! |Before sign-ups close
AreaManagers | P2ricPantrelease requitements | o ugoment | and inal confirmation | 1O
and session schedules Manager
communication before event
Associate names, siots and Dsforopveniond EoecL
Team Leads : Participant schedule | updated if attendance | Manager  Area
required operational cover
changes Managers
External contractors, vehicle in advance and final
securty access,vistor badges and | "N NOUCANON | oo ion perore 4 | PrOIE
briefing Manager
parking restrictions November
Room use, external areas, waste| Writen request/ | In advance and on Project
Facilties
and cleaning requirements briefing event day Manager
Booking, confirmation | U ComMifee
External Date, times, site access, Email / contract/ o Wanager/
andfinal pre-event
contractors | requirements and contacts telephone Project
check
Manager
Campaign in weeks
Purpose, actvtes, eligbity, | o0 oS! | petore eventwith
weeky briefs, Projectteam
Associates | available slots and parking remingers
information board Receptionist
impact and siom-up shaets | 2PProaching 4
e November
Registered | Session, allocatedtimeand | SR SMEEL/ |y ogiciation ang
intemal Projectteam
participants attendance requirements reminder before event

communication
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CWL1 Stress Awareness Day 2026 (Project)

[} 12 131 14 151 16 171 18] 191 1101
Project concept| Project | rocurement Event Staffing and | Health, Safety Final Event Project
and Communications
and Research | Proposal Administration Operations | and Site Prep | Preparation | Delivery | Closure
Contracting
) 2.1 31 41 51 6.1 71 8.1 91 101
External Commitiee | Healthand | Suppler and
o Intemal | b ider | Sign-up Setup BT Task Safety logacall [y Wic=dback
Research | Review Communications Delivery | Callection
Bookings Allocation | requirements | Confirmation
2 22 32 42 52 62 72 82 92 102
Initial Safety | Project |Materialsand | Participant | Promotional | Operational | Steand | Participant | p o Lessons
Access | and Staff
Research | Approval | Decorations | Management |  Materials | Coordination Supervision | Leamed
Arrangements| Confirmation
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WBS | Work Package Main Activiies  Description
1 P’“Je;‘ei“e’;fi:‘ g Identify the opportunity, define the four core activties and research Stress Awareness Day.
i1 | Supptermesean ert; it and s upples. et el Quolaions and check aalail o A Noweber 276
12 Initial Safety Research Obtain supplier safety documentation, identify PPE and operational requirements and consult Health and Safety informally.
F3 Project Proposal Prepare the activity plan, estimated budget, key risks, resource requirements and contingency arrangements.
b in proposa 01 FurComite ahage (o e Gt and adtess any adlns ancns beos e
21 | iemairosew
presetaion
25 | Fropamio Prssenh taposa ah SeirManagement mesingand vl Natsgemen Financs and Heal and S5 aptoa
5| Aange ormal bokings wihapproved el prviders and purchase te maerals and decaatonsrequied forhe event.
31 [otemat rovaersoakings Contm and onache Rage Roam prodr and Sess watensss warkshap ot oowing aoprol
32t sndDecortins Putchess pln. canisss,bllons, scepton decoratons and e reqledsuple
4| Evntaminsiston Frspa e repstaton rocess and mansge paticpanfomatonah e capaty oces
41 Sgnupseu Creat sepati oy andight sigvupshets andstabls sl s and pricpant apates
2| Patiapet Nanagerrent Wl priclpant s, manage changes o wiowals and cormminialcafimedsession et
S| Conmunicatons | ool Stess Auareness Dayahd e asocitesandreent tkenolers i e ot eleabelors e irt.
51 [ memal Communictons Geal AGD 552 coen, wesk it lmaton and Stess Avarnes formator-boa matera
52| Promotonal Maleris | Prepate sigup commuicaons,potts ol and acianc ntcatr fprking ditupton and even anangerirts
5| stting andOperaons | Alocat esponsiilies and cooainaesaing st achiescan operate wiout nnecessary aflcingbuines reuererts
64 |Committee Task Allocation| AS5i9n Fun Commitiee or Associate Committee members tsuutpa:’:‘sslzsudmg decoration, sign-up administration, setup and activity
52 peraton! Coordnton | Goordiate wi s iarager and TeartLoa o aange oot coe and manag assocll endance g wrking s
7 || eI Compit e saey an ractca arangement equredtodelnr e s apropritely on s
74| PSSt vt i e, e conkadodocumentaton o PPE, upansson nd e cortrl s
2 e and Access Arrange contractor access, visitor badges, parking restrictions, room layouts and outdoor activity areas.
Arangements
Fiai repraion Gompietefnalchcks andconfmihtsupplers,saing, arspats,squipmetsndacies s ready o e
Suslerand Lot
a1 Reconim contactoratindane, dlen e, e acessfeulmerts and equred aupment
Contmaton
82 Fosdipant snd Stan) Finalise participant schedules, staffing arrangements and materials or equipment checklists.
Conimaton
Eantbethery s L1 Stiess Avarenes Day 2028 on 4 overoer 076
91 | AciviyDelven | Dever e Rage Room, Pl S, Minchiness Sssions and Sess Avateness Woranops accarang o approved schecl
52 Event Supenvision Monitor participant flow, activity safety, staffing and any issues arising throughout the event.
10 Project Closure Conclude the project, review the outcome and capture information that may support future CWL1 events.
10.1 Feedback Collection Review associate feedback, activity uptake and any comments received through established workplace feedback channels.
T e

Document what worked well, identify areas for improvement and complete the final project review.
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ID i TaskName

03 09 1. 2 30 [ 13 20 27 04 1 18 25 o1 08
1 Project concept and research
2 Preliminary supplier research and quotations
3 Initial Health and Safety research
4 Project proposal preparation
5 Intemal review and proposal refinement
6 ‘Senior Management approval (milestone)

7 Formal vendor contact and contract preparation ’-%_"E_-‘

8 Final Health and Safety contract review and v
9 Existing materials and decoration inventory ch.

10 Order additional materials and decorations

B Receive and check materials

12 Prepare sign-up sheets and session allocations H [ ]

13 Participant registration and waiting lists. ¢ ]
14 Prepare ACID, weeKly brief and information-b. [ ]

15 Event promotion and associate communications . ]
16 ‘Staffing and operational coordination )
17 Ongoing Health and Safety and site planning

18 First external supplier reconfirmation

19 Final supplier reconfirmation and arrival arran

20 Car park areas cordoned and site prepared

21 Final participant, staffing and operational checks

22 Final materials and setup check

23 CWL1 Stress Awareness Day 2026 delivery (

24 Feedback review and project closure
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Resource Type | Main Resources |Availability / Source | Cost Impact
Project Manager,
Fun Committee,
Fun Committee | Internal staff using iy iy
People Manager, H&S, | normal roles and sy ok
Area committee hours e
Managers/Team
Leads
Internal Vindfulness Internal trained | Normal paid working
Facilitator facilitator associate time
Rage Room
External provider, Stress
ol P o Contracted suppliers |  Direct project cost
Society
S Worichor foom, Existing CWL1 No direct cost, but
Facilities | outdoor grass area,
faciliies operational impact
car park space
5 Tables, chafs, Existing site No significant additional
Equipment | cones, barriers,
resources cost
printers
Paint, balloons,
Materials. canvases, | Purchased for event |  Direct project cost
decorations
Online QR sign-up
Technology | systom QD | EXstng imemal | No signifcant addtonal
systems cost
screens
— Contingency 10-20% above Resaed bt
allowance | expected direct cost
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5 Fun Senior Support
Project Activity Project | ¢ mmittee | Management/| HeMth& | roone) Exemal
Manager 2 Safety L Providers
Manager | Finance Committees
Proposal development R A ® @ c c
Project approval ® c A & i i
Supplier booking & v ey ” v ) P
payment
Health & Safety approval c i i RA i G
Communications & sign- N - , - 2 "
ups
Staffing & site P i R )
preparation
Event delvery i
Monitoring & issue " , c c
management
Closure & lessons e = ; A = A

learned
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Likelihood

Risk oy | mact | Score Mitigation Owner
e Monitor forecast closely; provide umbrellasirain ponchos
e e v near tumsties; consider hired temporary shefters for PPE | o oo
s I High 5 changing and paint activty f budget permits. Paint splash e
e may be cancelled and rescheduled if conditions make
movement
delivery impractical or unsafe:
Supplier safety procedures and PPE; participant briefing;
. - HAS representative present throughout with planned
Injury d oom
L/ ";;:’i';“e o High 4 handovers; controlled 5-minute sessions; suitable | o Qfﬁje?““m
footwear/PPE requirements; activity stopped if unsafe
conditions arise.
T Preferred and alternative suppliers researched before | <o L
e i approval; contractual cancellation arrangements;
cancellation or failure to High 4 Manager / Project
reconfim 7-10 days before event and again 1-2 days
attend Manager
beforehand
Operational staffing Participant ists shared in advance; Area Managers and
prevents associates. i 5 Team Leads plan cover; waiting lists used where Area Managers /
attending booked appropriate; attendance remains dependent on business | Team Leads
sessions requirements.
Health & Safety Early informal consultation; supplier documentationand | o o
restrictions delay or High 3 PPE requirements obtained before approval; outstanding piisdih
alter an activity concens resolved before final contracting g
Materials delayed, Existing inventory checked frs; materials ordered in early | |, .
unavailable or Medium 2 October; deliveries checked well before the event to allow | - /cct Manager
; Event Coordinator
unsuitable replacements.
o Promafion begins 19 October through severalmemal | ooy
- Medium 2 |channels; QR registration kept open while spaces remain; | "Loioc. 1029
participa: small waiting lists maintained for limited-capacity activities.
Indicative quotations obtained before approval; existing site
Project costs exceed resources used wherever possible; 10-20% contingency | Fun Committee
2 Medium 3
estimates allowance included; additional expenditure requires | Manager / Finance

approval
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Development Need

Action

Target

Evidence of Improvement

Delegation and trust

Delegate clearly defined work
packages, agree expected
standards and set planned

checkpoints rather than continuously

monitoring progress.

Next workplace project /
3 months

Delegated tasks completed successfully
with less intervention and positive team
feedback

Planning and follow-

Use a visible task tracker, divide
work into shorter milestones,
conduct regular progress checks

Current and next project

At least 80% of planned milestones
achieved by their target date without

e and include contingency for likely reliance on last-minute recovery work.
disruption
Adjust level of detail and formaliy to
Stakeholder the stakeholder, use concise Sesback om menaocy S

communication

progress, issue and action
summaries for senior management

Over next 3 months

stakeholders shows communication is
clear, appropriate and sufficiently concise.
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