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PROJECT INITIATION DOCUMENT (PID)


INSTRUCTIONS:
1. Give as much justification as possible for every question asked. This means, you must not limit yourself to just stating WHAT you believe is an appropriate response, but WHY.
2. ALWAYS provide an outline of the financial and cost imperatives associated with your project aim and objectives. Remember, you must be able to SELL your project idea.
3. Put effort into your PID and you will benefit when it comes to undertaking your project and writing your final report.


PID submission date detailed on module schedule




	1. Your name:
	
Lisa Morgan 1908272

	2. Name of organisation 
	
Hillside Secure Children’s Home


	3. Aim of project:

To plan and deliver an open day to demonstrate the services available at Hillside on March 30th 2020


	4. Objectives of project:

Objectives:

1. To have all key stakeholders attend the open day

2. All attendees will see the new resettlement flat

3. To showcase a sample of the services available at Hillside in particular, Psychology, Education and Resettlement

4. To evaluate the success of the open day through feedback forms completed on the day



	5. What is the business case for considering undertaking the project? Justify how achieving the project aim will advantage and benefit the business and its stakeholders. 

Hillside has developed several new services over the last 2 years and this open day would be an opportunity to showcase these services to key stakeholders. In turn, it is hoped that this will attract business in the form of the Youth Custody Service increasing the number of beds they commission and Local Authorities requesting placement at Hillside rather than at a alternative Secure Children’s Home. The Youth Custody Service pay for their commissioned beds whether there is a young person utilising the bed or not. An increase in the number of beds commissioned will mean an increase in the guaranteed revenue for Hillside.
The open day will increase the confidence of stakeholders placing young people as they will have clear knowledge of what can be delivered with their young people.
If this open day does not take place, stakeholders will remain unaware of the improvement in services over the last two years and could potentially take business elsewhere.


	6. 
 Identify the risks associated with the project and how these could be overcome.

It would be ideal to include young people in the open day so stakeholders are able to directly speak to them about their experience. However, due to the nature of the young people at Hillside, there is a risk that they will misbehave on the day and are unable to participant. To overcome this, the young people will be tasked to assist the staff at the stalls and not given tasks themselves. This means the services will still be showcased if the young people cannot assist.
There is a risk that none of the stakeholders turn up on the day. All stakeholders wanted at the open day will be sent invites in advance with a request to RSVP. This will ensure there will be an idea of who will be in attendance on the day. Additionally, each member of staff fronting a stall will be filmed delivering a short speech describing their service which can be sent to all stakeholders via e mail to ensure they are still made aware of the new services.
Hillside will lose the cost of catering for attendees if nobody turns up. However, the request for RSVP to the invites should mitigate for this as Hillside will only cater for people it is expecting.
Several staff will be identified to promote their specific service at a stall during the open day. There is a risk they will not have prepared material to be delivered. To ensure this does not happen they will be set deadlines for completing work within the action plan and the Project Manager will check progress on these dates. This means all material will be ready for delivery on the day.




	7. List the resources you will need to make your project a success. These may include, people, time, cash, technology, data. Say why you need them and identify any constraints that you may encounter and explain how you would overcome these.

There are a number of people needed to make this day a success. A member of staff will be needed to meet and greet stakeholders at a table in reception and hand them name badges. This person will be fully briefed on the day’s events to answer any questions posed. It will not be necessary for them to be versed in the services on offer as they would direct attendees to the relevant person. The heads of education, resettlement and psychology will have stalls highlighting their work and the project lead will facilitate an introductory talk. Each of these people lead a team of staff and one person in each team will also be made familiar with the work delivered on the day in order to be able to step in should anybody fall sick.
Kitchen staff will be needed on the day to provide lunch.
Cash will be needed to buy provisions to make lunch on the day. No other cost is necessary as invites will be sent by e mail and the time for each person to prepare their piece of work will be part of their working day.
A laptop will be needed to present the opening talk and two rooms will need to be booked in which to place the stalls and deliver the introductory talk. There is a possibility that these rooms have already been booked for other purposes but, there is time to rearrange or relocate these appointments.


	8.  State from whom you plan to collect primary data and detail any challenges you anticipate.

The Home Manager will be interviewed to ascertain what she would like to see delivered at the open day and whom she would like to invite to attend. 
There is a chance the Manager does not like the idea and does not want the day to go ahead. The Manager is to be fully briefed on the benefits to Hillside of facilitating an open day in order to have her agree with the idea




	9. Operationalisation 

Give a brief outline how you will operationalise this project, including a rationale for a project management approach if appropriate, and as a minimum an appropriate time and task plan.

The project will utilise an agile approach as it “starts work with a rough idea of what is required and by delivering something in a short period of time, clarifies the requirements as the project progresses.” Work will be disseminated to the heads of services to develop their part of the project. The team will meet regularly to discuss progress and revise any work necessary. 

9/12/19- The Manager will be interviewed, the two rooms needed for the open day will be booked and kitchen staff will be informed a buffet lunch will be needed for the day
16/12/19-A meeting will be conveyed with all the participants in the open day to cascade the idea and set each person their work.
6/1/19- Review meeting with the participants and e mail invites sent to stakeholders requesting RSVP by 31/1/19.
[bookmark: _GoBack]20/1/19- Review meeting with the participants.
1/2/19- Confirm number of attendees with kitchen staff to determine what needs to be purchased for lunch.
3/2/19- Review meeting with the participants. Check all resources are available.
17/2/19- Review meeting with participants.
2/3/19- “Run through” of the days proceedings with the Manager in attendance to determine if she is happy with what is being done. Select young people to help on the day.
16/3/19- Final review meeting with the participants considering anything the Manager wanted changed.
23/3/19- Brief the young people on their role.
30/3/19- Facilitate the day.
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