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Executive Summary

In summary, an environmental analysis concluded that with the UK exiting the EU, the Government has re-assured the training industry funding for apprentices will continue. There is a strong possibility the country will retrieve into a recession following the CV-19 pandemic. This may result with employer training budgets being cut. Although, if the government as promised continue with funding apprenticeships, employers will look to further utilise the scheme.
The SWOT analysis revealed a trend of Icons poor performance in delivering the scheme, which presented an opportunity to quickly improve following the project. A stakeholder analysis was completed to determine which stakeholders held power and interest, determining the level and frequency of communication.
Primary research concluded that at present there were 866 places unmet in terms of demand within the apprenticeship scheme across the seven levels. Also, 5% of trainees were retained to level two. Retention across all other levels ran at zero percent.
It is suggested a project be implemented spanning five stages in order to complete a set of qualitative and quantitative consultations. The aim being to establish a data set make  recommendation on how best to implement a Retention Strategy.
The project would cost £35,250 to implement. This amount is broken down to £28,250 relating to employee costs, of which £13,500 is already budgeted for. The additional amount of £15,000 will cover the of the project manager. Further resource will be required as an on-going operational cost of £7,000 for licensing research and retention software.
Therefore the actual additional project cost will be required in year one of £22,000 and £7,000 thereafter.
On reviewing the financial performance, it was established the company is forecasting a loss of £81,000 this financial year. If the project proves successful, and a retention strategy is successfully implemented, it could result in a profit of £318,000 in year three.
It is therefore recommended the project be implemented
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1. Project Description with Business Case
A Project Initiation Document (P.I.D) was recently submitted to the board of directors providing a brief outline of the projects aims, objectives, business case, associated risks, resources and operationalisation.
The aim of the project is to implement a programme of consultations with a view establishing  a retention strategy where an Icon trainee is retained throughout the traineeship programme, progressing through the apprentice pathway from entry level one to executive level Seven.
The PID was authorised by the board with a request made to transit to the next stage by creating a Projects Report with a view to provide a further detailed analysis before final approval is given for the initiation stage.
This report will provide the board with a detailed project description supported by a business case.
An Environmental analysis will be undertaken to establish Internal and external factors presently effecting ICON . A stake holder analysis will be undertaken to ensure the correct partners will be communicated with at the right time. 
An interview has already been with Chief Executive Officer to establish what outcomes are expected if the project was successfully implemented. 
A detailed analysis regarding the operational requirements will be discussed, determining outlined people requirements , resources,  plus a time schedule for implementation.
A detailed Financial plan will be provided offering a realistic assessment of financial projections including realistic predictions for expenditure and income. The analysis will determine the break even point.
Finally a recommendation will given whether to proceed with project or not.
Background
Leybourne (2020) Icon currently deliver 309 apprenticeships across a number of regions in England and Wales working with 118 employers primarily within the Leisure and Sport sector plus a small number of employers within the customer service industry.
Icon offer a variety of apprenticeship to a variety of roles inclusive of sport and physical activity, leadership management, customer service plus business support services.
After a OFSTED inspection in 2012 the training company received an outstanding score and were acclaimed to be the only provider to gain such in the Unit Kingdom with a  focus delivering Sport and Leisure apprenticeships.
Some seven year later,  Icon underwent a further review in December 2019 Ofsted (2020). The finding of the review led to a grading of ‘requires improvement’. A number of recommendations were put forward detailing how to improve the service provided including; The need to improve the quality of education across the apprenticeship programme; A greater need for employers to be involved  to ensure on and off job are co-ordinated more effectively; Apprentices to receive high quality, timely visits and reviews to ensure the apprentices are kept on track with learning; Icon employed scheme delivers are provided opportunities to enhance pedagogical skills and subject expertise and finally all apprentices receive impartial careers advice and guidance to understand of the range of progression available to them.
Icon Training also work with a number of Social Enterprises across a number geographic areas  delivering the apprenticeship schemes. This funding can provide up to 925 apprentice posts. Currently Icon deliver 309 apprenticeships.
Leybourne, J.L (2020) Icon Training strategic plan outlined the spend on Marketing is in the region of 5% of the business turnover, equating to approximately £30k per annum. The retention of the scheme currently runs at 5%. Whilst there is no intention to reduce the marketing budget, it will be utilised for not only  attracting new customers but also retaining existing customers.
The Icon strategic plan also outlined; the launch of a new product aimed at attracting 16-24 year olds into a bespoke traineeship programme aimed specifically towards persons who are Not in Employment, Education or Training (N.E.E.T.s). A focus of retaining apprentices within the apprenticeship scheme with a target of increasing form 5% to 20% across the seven levels of the leadership pathway. According to Fred Reithheld, Bain and Company, 2001 a 5% increase equates more than a 25% increase in profit. Amy Gallo Harvard Business School 2014 suggests acquiring new customers is anywhere from 5 times more expensive than retaining new ones. 
The recent OFSTED review has highlighted a number of issues that are alarming. For Icon to recover its quality delivery and gain the trust of its customers and funding partners to ensure the retention strategy is successful there would be a need to focus of improving and managing the service quality.
(Fahy and Jobber 2019 p.206 to 207) outline one of the core means of providing value to customers is to focus on the issue of service quality and how it can be improved. There is a need for Icon to complete market research to ensure the standards in the strategic plans are being met. Fahy and jobber continue a key to providing service quality is the understanding and meeting of customer expectations. Icon training will need to fully understand what the customer expect in terms of service delivery but also establish a full comprehension of what the customer wants to attain at the end of the training.
Therefore Icon will adopt Fahy and Jobber five dimensions of service quality that will be incorporated into the company’s core business objects. These objects will also form the basis of the retention strategy which include:-
 Reliability; the service quality standards including the delivery will need to consistent and dependable.
Assurance; that customers can trust Icon training plus employees both in the form of delivery and support. 
Responsiveness; how quickly do Icon employees respond to customer problems, requests  questions, the quality of the replies and whether it resolves the issues.
Empathy; that Icon employees act in a friendly and polite manner, are supportive, understanding and essentially care for the customers.
Tangibles, how well managed the tangible evidence of the service.
Therefore the purpose of this project is to determine how Icon are currently performing against these objects and on reviewing the findings establish a strategic plan to improve and monitor the areas of underperformance.
As previously mentioned if there is an increase in customer retention of 5% it would increase 25% in income. Therefore by increasing the retention target to 20% there is a potential increase in income of 75% to Icon Training. 
The alternative is to continue with the current practices and not change. If this were to be the case, it is highly likely Icon training will cease trading.
2. Environmental Analysis
An Environmental analysis has been undertaken to establish what internal and external factors currently effect Icons delivery and performance. In the first instance, the review looked at the external factors utilising the PESTEL analysis focusing on the Political, Economic, Social, Technological, Environmental and Legal factors (Oxford College of Marketing 2016) (Appendix 1)
Political; Funding has been provided from the European Union (EU) in the form of a social fund grant. There has been uncertainty with leaving the EU whether the United Kingdom would continue to fund a social grant. There has been reassurances that the advanced social learner loan and student levy currently being provided by the British government will continue. The training industry has also been re-assured that there will be a continuation of the apprenticeship schemes to ensure on job training is sustained.
Economic; There is a real risk that the economy will retrieve into a recession follow the Cov19 pandemic. This will certainly mean less disposal cash, and a focus on companies reducing expenditure inline with income. Training budget may well be see as a luxury and may be cut.
Social; There is not always a shared belief in developing a work force. 14.3% of people aged 16-24 across are not in Education, Employment or on training schemes
Technological; there are great strides being made with regard technological enhancements which can be utilised, including online onboarding, on -line teaching and assessments.
Environmental; There is a focus on reducing the carbon footprint, by introducing paperless systems and investing in Information Telecommunication can reduce traveling.
Legal; Data protection including GDPR, managing customer expectations via partnership agreement plus on occasions sub contracting with other delivery partners.
Also,  a SWOT analysis was completed (Appendix 2) (Fahy and Jobber 2019 p.369) describe a SWOT analysis as a structured approach to evaluating the strategic position of a business by identifying its Strengths, Weaknesses Opportunities and Threats.
Icon key Threats include; The recent OFSTED inspect, the performance will need to improve to retain the license of delivering a training programme. Government withdraw of funding although at present this appears unlikely.  Icons training competition can be perceived as  providing a better quality service which may result with losing custom.
Opportunities; The development of the traineeship product, unique in the sport and leisure sector. Development of a customer relations management tool and the implementation of a retention strategy.
Weaknesses; As picked up in the Ofsted report trainer lack delivery skills, also they are not perceived as Marketeers or sales people. There is a lack of product prioritisation and retaining learners in the scheme. There is a lack of financial targets. The quality of delivery is perceived as poor by the employers. Internal and external communication can be improved upon.
Strengths; The leadership at CEO level is very strong, clear strategic plans have been developed with actions developed to ensure accountability. Icon training is a strong brand name and has been recognised for excellence.
It is important to identify stakeholders of the project and establish which have the greatest influence in terms of its success. It is vital to update the right stakeholders at the right time Not all will need not access to the information at all times. Different Stakeholders will hold different levels of interest in the projects success but more importantly hold power to make fundamental decisions at key times to ensure the project is a success. (Erikensen-Coates 2018) utilising The Mendelow Power interest grid matrix the following priorities have been establish;(Appendix 3)
The Chief Executive Officer is the sponsor of the project, it is vital that the CEO is kept abreast of progress at all key progress stages, change management requirement or issues which may delay. The CEO will have the power to add resource when required and support any actions that are required.
The social enterprises; the funding body, Employers; who provide work place opportunities for the apprentices and OFSTED; the independent government agency responsible for ensure quality have been grouped together. Each are important in terms of ensuring the apprenticeship scheme is successful and will place a part in the success of the project. This group will be updated with progress at each stage.
Icon’s management team; will help with the implementation of the project and help shape the detail developing the research requirements and will be kept informed of progress to maintain an interest.
The Apprentices and delivery team; will have involvement contributing during the consultation stage and will be informed of the outcome.
Primary Research
Finally, to create a starting point  it is necessary to determine how Icon is performing currently against the potential opportunity utilising  quantitative data (Appendix 4)

	Figure 1: spilt of numbers between apprentices on the and unused spaces
	Figure 2: spilt of numbers between apprentices on the and unused spaces



Social Enterprise and Employers are able to provide funding for 1175 places. Currently 309 places are taken (26%) and 866 places (74%) are currently unused. (Figures 1 and Two)
Looking at the performance In further detail ( Figures 3 and four) Level I trainees occupancy of 12%, Level 2 60%, Level 3 48% Level 4 no occupancy, Level 5 27% and Level 7 no occupancy ( Level 6 currently has not Funding)

 
	Figure 3: Levels 1 to Level 7 performance numbers

	Figure 4: Levels 1 – 7 current occupancy



Figure 5: Levels 1 to 7 retention performance
Only 5% of level one trainees are retained in the programme and become an apprentice. 
Reviewing the other levels, it appears apprentices are not retained further into the leadership pathway. Available space are taken by external sources via promotions.

	Figure 6: Income comparison current , lost income opportunity in pounds
	Figure 7: Income comparison current , lost income opportunity Percentage



Currently Icon training achieve an income of £412,250 (30%) per annum from a potential of £1,387,500 leaving £968,250 (70%) in lost opportunity.


	Figure 8: Income Comparing actual income vrs External income levels 1 to 7
	Figure 9: Lost income opportunity  levels 1 to 7



The Leadership scheme missed an income opportunity of  level1 £331k, level 2 £150k, level 3 98k, level 4 £188k, level 5 £165k and level 7 £38k.
3. Operational Requirements
As set out within the Project Initiation Document, the project is of a structured nature with a defined start and end date that requires controlling the project will therefore adopt the Waterfall Methodology and in the main follow the principles in part of prince2. 
The project will be split into five stages, Stage one; agree governance, roles and responsibilities, budget, time frame and tolerances. Stage two; Consultation Preparation, Formulate format question plus testing. Stage Three; complete consultation. Stage Four; Review finding and Stage Five; Agree recommendation and hand over to the operational team and close down project. Each stage will be detailed below. A detailed Gantt Chart can be see in Appendix 5
3.1 Stage One – Agree Governance, Roles and Responsibilities, Communication, budget, time frame and tolerances
Quantitative research has already  been completed as outlined within  the environmental analysis to determine current financial and retention performance at each stage of the apprenticeship pathway. (Malhotra, N.K, Nunan, Daniel and Birks, D.F. 2017)
Qualitative research has be  completed in the form of an exploratory meeting held with the Chief Executive Officer to establish insight and understanding as to what the expected project outcomes are. (Malhotra, N.K, Nunan, Daniel and Birks, D.F. 2017)
 In terms of governance the Project Manager will lead the project reporting directly to the Chief Executive Officer. The project manager will be solely responsible at an operational level for the success of the project. The project team will include the Business Development Manager, Operation Manager and the Marketing Manager. The Project will be supported by an administration support. 
A project start and end date has been agreed, with the duration form start to finish lasting Five weeks . To prevent scope creep, that being ensuring the project is completed within the agreed timeframe, tolerance levels have been agreed with the Chief Executive  regarding finance, change and risk management which will be co-ordinated by the project manager.  The Project Manager will meet the Chief Executive officer at the start of each stage to review performance of the project to date plus outlining actions required for the next stage. As part of these reviews, it will be agreed whether the project continues by measuring  the expected outcome of the a projected will be achieved. As an example, if the social enterprises withdraw the funding the project would not longer be cost effective. Each project team member will being given a responsibility and lead a part of the project. If for some reason an issue / risk may require change whether it be an operational delay or an additional resource required, the team member will report it to the Project Manager.  
The project manager can give a decision regarding changes to the project as long as it remains within the tolerances and scope of the project agreed with the Chief Executive. Where a decision falls outside the tolerance, the project manager will inform the Chief Executive of the highlighted issue, a decision will be made to agree to  make the change or stop the project (figure 9).
Chief Executive Officer
Project Manager
Admin
Support
Business
 Development 
Manager
Operations
Manager
Marketing 
Manager









Figure 9: Outlined communication and responsibility structure 
Roles and Responsibilities
Chief Executive Officer; ultimately responsible for the project and the final decision maker. Will give strategic direction with regard to final outcomes. Appoints the Project leader and team. Agrees governance and resources.
Project Manager; Accountable to the Chief Executive and has the responsibility to manage the project within the tolerance agreed with the Chief Executive at an operational level. Will agree work schedules created by the Team leaders and monitor the progress of the schedule to ensure the project delivers to it agreed outcomes on time.
Team Leader; The Business Development, Operations Manager and Marketing Manager fall into this category. Accountable to the Project Manager. The Team leaders are responsible for delivering what has been defined as the position’s responsibility within the project and  tolerances agreed with the Project Manger ( agreed time scale and within financial scope).
As Outlined in the PID, the Operational Manager will be responsible for all internal communication, internal consultation and training.  The Business Development Manager will be responsible for external communication, external consultation and training. The Marketing Manager  is responsible for the consultation design, testing, reviewing results and preparing a final presentation which the project manager will deliver to the Chief Executive.
The PID ultilised a Work Breakdown structure to determine ‘people time’ required to deliver the project ( Appendix 6). For budgetary purposes the time allocated is reported as an average per week. The weighting of  hours will change dependant on the required focus determined by the stage. The time allocation is set as; Project Manager 37 hour per week ( additional to work structure), Operational Manger 15 hrs a week, Business Development Manager 15 hours a week and Administrative support at 15 hours a week. The total hour a week is 112 and for the project duration for 5 weeks 512 hours.



3.2 Stage two – Consultation Preparation, Formulate Format / Questions plus Testing.
For Icon Training to achieve its retention target of 20% this stage of the project will adopt the SERQUAL GAP analysis model  when engaging with stakeholders. These consultations will measure Fahy and Jobber five dimensions of service quality. 
The formulisation of the questioning once developed will include both qualitative and quantitative research to determine ‘gaps’ within Icons service delivery utilising the following:
The Knowledge Gap (1); establish the Gap between what Senior managers believe customers require and what the customer needs and expects. 
The Policy Gap (2); establish the Gap  between Managers understanding of the customers expectations and quality standards that are established for service delivery.
The Delivery Gap (3); establish the difference between the specified service delivery standards set and the service delivery teams actual performance.
The Communication Gap (4); establish the difference between what Icon communicates to its customers with regard to what it is going to deliver and what is actually delivered to the customer.
The Perception Gap (5) determine the difference between what is in fact delivered to the customer and what the customer expected to receive.
Service Quality Gap (6) determine the difference between what the customer expect to receive against what the service delivery team perception is of what the customer receives.
The Marketing manager when creating the questionnaires will adopt (Fahy and Jobber 2019 p. 118) three steps of project planning (Appendix7)
Planning Step;  the definition of the research problem has already been defined plus exploratory research has been completed to establish what information is required.
It is planned qualitative research will be initiated with Icon Senior Managers ( One to One), Social Enterprise Chief Executives (Skype) Employers (Skype) and Trainees plus Icon delivery employees (Forums). Also, electronic qualitative questionnaires will be sent individually to all stake holders.
Design Step; Careful consideration will be given at the design stage. (Fahy and Jobber 2019 p.118 to 119)  To obtain a true response to the questions three conditions are necessary. First the respondent must understand the question, secondly the respondent is able to answer the question and finally want to answer the question. The questions will start with an easy question to answer to gain confidence of the respondent followed by the more challenging questions. 
The questions will be set as multi-choice plus opening ended encouraging  the respondent to express an opinion. The questionnaire will be simplistic in design, utilising wording that the respondent will be able to understand. The scaling of the questions utilised will be easy to measure.
Pilot Step; Finally each consultation will be piloted with a cross section of the target groups to ensure the it is effective and establishes the required information. If necessary final changes can be made to further effectiveness.
During stage two, the Business Development Manager and Operational manager will  informing partners of the impending consultation and arranging dates for the one to ones and forums to be undertaken. A cross sectional response percentage will be established to ensure the expected resultant numbers of age, sex, position, level of apprenticeship are balanced and meaningful
3.3 Stage three – Consultation
The Business Development Manager will activate the consultation with external stake holders and the Operations Manager initiate for internal stakeholders. Percentage of responses will be co-ordinated by the administrative support to ensure the results are balanced. Where there are areas determined as out of balance the project manager will be informed to rectify.
3.4 Stage Four – Interpret data and Summarise Findings
Once the consultation period is closed and data is confirmed as balanced and achieved the correct sample size, The Marketing Manager will interrupt  and summarise the Qualitative research. The quantitative research will be collated into pivot tables and interrupted.
3.5 Stage Five  - Close of Project, Report and presentation of finding
The final stage; the Project Manager will prepare a report and presentation to the Chief Executive. The report will give a details of the finding and present recommendations. 
A this point, the project will close and the recommendations if agreed will be implemented via the Chief Executive lead.

Resources Review
	Employee Costs
	 
	 
	 
	 
	 
	 

	 
	Week 1
	Week 2
	Week 3
	Week 4
	Week 5
	Total

	 
	 
	 
	 
	 
	 
	 

	Project Manager Cost
	£3,000
	£3,000
	£3,000
	£3,000
	£3,000
	£15,000

	 
	 
	 
	 
	 
	 
	 

	Administration
	£150
	£150
	£150
	£150
	£150
	£750

	 
	 
	 
	 
	 
	 
	 

	Operational Manager
	£500
	£500
	£500
	£500
	£500
	£2,500

	 
	 
	 
	 
	 
	 
	 

	Business Support Manager
	£500
	£500
	£500
	£500
	£500
	£2,500

	 
	 
	 
	 
	 
	 
	 

	Marketing Manager
	£1,500
	£1,500
	£1,500
	£1,500
	£1,500
	£7,500

	 
	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	Sub Total
	£28,250

	 
	 
	 
	Project Direct Costs (one off)
	£15,000


Figure 10: Detailed Employee costs for the duration of the project
The Employee costs associated with completing the project is £28,250 over a five week period. £13,500 is currently budgeted for with an addition of £15,000 to cover the Project Manager.
	Resources
	 
	 
	 
	 
	 
	 

	 
	Week 1
	Week 2
	Week 3
	Week 4
	Week 5
	Total

	 
	 
	 
	 
	 
	 
	 

	Survey Software
	£1,000
	£0
	£0
	£0
	£0
	£1,000

	 
	 
	 
	 
	 
	 
	 

	Retention Software
	£0
	£0
	£0
	£0
	£6,000
	£6,000

	 
	 
	 
	 
	 
	Sub Total
	£7,000


Figure 10: Detail of additional resources required
A license for a survey software will need to be purchased to generate the on-line qualitative questionnaires. In addition a retention software program maybe required to support the Customer Relation Management Tool.  These licenses will be required on an annual basis. 
Total cost additional resource £21k in year one, then £7k each year there after.

4 Financial Projections

	Figure 11: Projected Apprenticeship numbers over Three Years
	Figure 12: Projected Income over Three Years



Currently Icon support 309 apprenticeship, by adopting a retention strategy and continuing to market, it is predicted the number will increase to 1175. Reviewing the income, the current scheme generates £381,750 and therefore has the potential grow to £1,387,500 (Appendix 8).
 Although, it must be noted the increase in income will attract addition expenditure. (Appendix 9 ) outlines a forecast trading account for the next three years.
It is anticipated that for every additional fifty apprentices that enrol onto the scheme, a full time member of staff require an additional employee to support. Over the three year period it is expected that the delivery team will expand from 6.18 employees to 29.68 employees. The employee Delivery salaries will increase by £587,500. In line with this increase, it is expected travel costs will increase plus there will be a need to furnish the new employees with IT equipment.

Figure 12: Forecast of profit loss for the next three years
This financial year, Icon Training are forecasting a loss of -£80750. If the retention strategy is implemented  there is potential in year one for  Icon to trade at a profit of £81000, year two, £251250 and year three £318,000.
The break even point will be achieved during year one
5 Findings and recommendation
In summary, an environmental analysis concluded that with the UK exiting the EU, the Government has re-assured the training industry funding for apprentices will continue. There is a strong possibility the country will retrieve into a recession following the CV-19 pandemic. This may result with employer training budgets being cut. Although, if the government as promised continue with funding apprenticeships, employers will look to further utilise the scheme.
The SWOT analysis revealed a trend of Icons poor performance in delivering the scheme, which presented an opportunity to quickly improve following the project. A stakeholder analysis was completed to determine which stakeholders held power and interest, determining the level and frequency of communication.
Primary research concluded that at present there were 866 places unmet in terms of demand within the apprenticeship scheme across the seven levels. Also, 5% of trainees were retained to level two. Retention across all other levels ran at zero percent.
It is suggested a project be implemented spanning five stages in order to complete a set of qualitative and quantitative consultations. The aim being to establish a data set make  recommendation on how best to implement a Retention Strategy.
The project would cost £35,250 to implement. This amount is broken down to £28,250 relating to employee costs, of which £13,500 is already budgeted for. The additional amount of £15,000 will cover the of the project manager. Further resource will be required as an on-going operational cost of £7,000 for licensing research and retention software.
Therefore the actual additional project cost will be required in year one of £22,000 and £7,000 thereafter.
On reviewing the financial performance, it was established the company is forecasting a loss of £81,000 this financial year. If the project proves successful, and a retention strategy is successfully implemented, it could result in a profit of £318,000 in year three.
It is therefore recommended the project be implemented.
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Capacity Vrs Current

Current	
1	2	3	4	5	7	59	150	60	0	40	0	Capacity	
1	2	3	4	5	7	500	250	125	125	150	25	




Occupancy	
1	2	3	4	5	7	0.11799999999999999	0.6	0.48	0	0.26666666666666666	0	


Retention


0	0.05	0	0	0	0	


Income


Current Income	Lost Opportunity	419250	968250	

Percentage


Current Income	Lost Opportunity	0.30216216216216218	0.69783783783783782	

Income Comparison £000

Current Income	
1	2	3	4	5	7	44.5	225	90	0	60	0	Potential Income	
1	2	3	4	5	7	375	375	187.5	187.5	225	37.5	



Missed Opportunity £000

Missed Opportunity	
330.5	150	97.5	187.5	165	37.5	



Numbers	
Current	Year 0ne	Year Two	Year Three	309	750	1015	1175	


Income £

Income	
Current	Year 0ne	Year Two	Year Three	381750	937500	1241250	1387500	


Profit / Loss £

Profit / Loss	
Current	Year 0ne	Year Two	Year Three	-80750	81000	251250	318000	


Numbers


Current Occupancy	Lost opportunity	309	866	

Lost Opportunity %


Current Occupancy	Lost opportunity	0.26297872340425532	0.73702127659574468	

image1.emf
Appendix One

Political  Economic  Social Technological  Evironmental Legal

Brexit - continuation of social 

fund

Inflation

Attitude and share beliefs in 

workforce development

Continued imrovements to 

Technolgical & 

communication 

infrastructure

Reducing Carbon Footpront 

Car usage / travel

Anti - trust - emploee taking 

clien+M17:M27ts or bad 

mouthing company

Continuationof the advanced 

learner loan / Student Levy

Interst rate increases

Customer Relations 

Management

Emerging Technologies Recyling wast management Data Protection GPRD

Support for the contiuation of 

the apprenticeship schems

economy - less disposalalbe 

income

Demographics - NEETS Research innovation Renewable energy Sub Contracting

Lifestyle changes

Competitor Technology and 

innovation

Paperless management 

systems

Delivery arrangement with 

companies
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Appendix Two

Threats Opportunities Weaknesses Strengths

Ofsted Inspection Traineeship product

Trainers not percieved as 

Marketeers or sales

Transparency

Withdrawal of funding

Customer Relation 

Management

Trainer delivery skills Clear action plans

Competition Retention Strategy Lack of Product prioritising Strong leadership

Customer relations lack of financial targeting Strong Brand

Complacency v Innovation

Inadequate performance 

mangement Strategic Thought

Quality of delivery Governance

Failure to meet client 

expectations

External Internal
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Appendix Three

CEO

Management Team

Delivery Team

Social Enterprises

Ofsted

Employers

Apprentices

Power

Interest

High

High

Low

Low

Keep Satified

Manage Closely

Monitor 

Keep Informed 

A

B

C

D

E

F

G

A

B C

D E

F

G
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Appendix Four

Region 

1 2 3 4 5 7 Total 1 2 3 4 5 7 Total

Wales 11 30 12 0 8 0 61 11% 60% 48% 0% 27% 0% 24%

South West 12 30 12 0 8 0 62 12% 60% 48% 0% 27% 0% 24%

South  12 30 12 0 8 0 62 12% 60% 48% 0% 27% 0% 24%

South East 12 30 12 0 8 0 62 12% 60% 48% 0% 27% 0% 24%

Midlands 12 30 12 0 8 0 62 12% 60% 48% 0% 27% 0% 24%

Total 59 150 60 0 40 0 309 12% 60% 48% 0% 27% 0% 24%

Region 

1 2 3 4 5 7 Total 1 2 3 4 5 7 Total

Wales 100 50 25 25 30 5 235 0% 5% 0% 0% 0% 0% 5%

South West 100 50 25 25 30 5 235 0% 5% 0% 0% 0% 0% 5%

South  100 50 25 25 30 5 235 0% 5% 0% 0% 0% 0% 5%

South East 100 50 25 25 30 5 235 0% 5% 0% 0% 0% 0% 5%

Midlands 100 50 25 25 30 5 235 0% 5% 0% 0% 0% 0% 5%

Total 500 250 125 125 150 25 1175 0% 5% 0% 0% 0% 0% 5%

£1,500

Region 

1 2 3 4 5 7 Total 1 2 3 4 5 7 Total

Wales £8,250 £45,000 £18,000 £0 £12,000 £0 £83,250 £75,000 £75,000 £37,500 £37,500 £45,000 £7,500 £277,500

South West £9,000 £45,000 £18,000 £0 £12,000 £0 £84,000 £75,000 £75,000 £37,500 £37,500 £45,000 £7,500 £277,500

South  £9,000 £45,000 £18,000 £0 £12,000 £0 £84,000 £75,000 £75,000 £37,500 £37,500 £45,000 £7,500 £277,500

South East £9,000 £45,000 £18,000 £0 £12,000 £0 £84,000 £75,000 £75,000 £37,500 £37,500 £45,000 £7,500 £277,500

Midlands £9,000 £45,000 £18,000 £0 £12,000 £0 £84,000 £75,000 £75,000 £37,500 £37,500 £45,000 £7,500 £277,500

Total £44,250 £225,000 £90,000 £0 £60,000 £0 £419,250 £375,000 £375,000 £187,500 £187,500 £225,000 £37,500 £1,387,500

1 2 3 4 5 7 Total

Wales £66,750 £30,000 £19,500 £37,500 £33,000 £7,500 £194,250

South West £66,000 £30,000 £19,500 £37,500 £33,000 £7,500 £193,500

South  £66,000 £30,000 £19,500 £37,500 £33,000 £7,500 £193,500

South East £66,000 £30,000 £19,500 £37,500 £33,000 £7,500 £193,500

Midlands £66,000 £30,000 £19,500 £37,500 £33,000 £7,500 £193,500

Total £330,750 £150,000 £97,500 £187,500 £165,000 £37,500 £968,250

Occupancy

Level 

Retention

Level 

Current

Capacity

Level 

Level 

Lost Opportunity

Level 

Current Income

Level 

Maximun Income

Level 
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Retention

Legend:

ICON Training

Project Manager

BDM - Business Development Manager

MM - Marketing Manager

0

June July

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26

Milestone Description Category Assigned To Progress Start No. Days

M T W T F S S M T W T F S S M T W T F S S M T W T F S S M T W T F S S M T W T F S S M T W T F S S M T W T F S S

Stage One Establish Project Management Board

1.1      Agree Governance On Track Project Manager 0% 01/06/2020 1                  

1.1.2  Agree  Roles and Responsibilities On Track Project Manager 0% 01/06/2020 1                  

1.1.3  Agree Communication Strategy (Internal / External) On Track Project Manager 0% 01/06/2020 1                  

1.1.4  Agree Management tolerance  On Track Project Manager 0% 01/06/2020 1                  

1.1.5  Agree Time frame On Track Project Manager 0% 01/06/2020 1         

1.1.6  Agree Budget On Track Project Manager 0% 01/06/2020 1                  

 Stage Two - Consultation Preperation & Testing Formulate format & questions

2.1 Social Enterprices 0ne to one Low Risk Marketing Manager 0% 02/06/2020 2                  

2.2 Social Enterprises Satifaction Questionnaire Low Risk Marketing Manager 0% 02/06/2020 2                  

2.3 Trainee - Forums Low Risk Marketing Manager 0% 03/06/2020 2                  

2.4 Trainee Satifaction Questionnaire  Low Risk Marketing Manager 0% 03/06/2020 2                  

2.5 ICON Employee Forums Low Risk Marketing Manager 0% 04/06/2020 2                  

2.6 ICON Employees UNDERSTANDING Questionnaire  Low Risk Marketing Manager 0% 04/06/2020 2                  

2.7 ICON Senior Management one to one Low Risk Marketing Manager 0% 05/06/2020 2                  

2.8 Test Consultation documents with each format & groups Low Risk Marketing Manager 0% 02/06/2020 9                  

Stage Three - Consultation 

Communication Strategy External / Internal - Raise awarenes of Consultations & 

Agree forum dates / one to one / and satifaction survery

Med Risk MM / OPM/ BDM 0% 08/06/2020 14                

Update Project Group daily with regard to returns - team leaders to chase

Med Risk Marketing Manager 0% 08/06/2020 -                   

Stage Four - Review Data and summarise

Review all data presented and summarise and present to Team leaders

Med Risk Marketing Manager 0% 08/06/2020 14                

Table top exercise - review IT systems  that can support retention &  customer 

loyalty

Low Risk Business Development Manager 0% 08/06/2020 17                

Stage Five - Recommendations and actions

Formulate recommendation Trainee / Apprenticeships

Med Risk Business Development Manager 0% 22/06/2020 3                  

Formutate recommendations  Internal Employee

Med Risk Operations Manager 0% 22/06/2020 3                  

Formutate recommendations  IT Customer retention solutions

Med Risk Business Development Manager 0% 22/06/2020 3                  

Report presented to Board of Directors

Med Risk Project Manager 0% 26/06/2020 1                  

This is an empty row

To add more data, Insert new rows ABOVE this one

High Risk Unassigned

Project Start Date: 01/06/2020

Scrolling Increment:

OP - Operations Manager

On Track Low Risk Med Risk
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Appendix Six

Work Breakdown Structure

1.1.2.1 Project Manager  1.1.2.1.1 Responsible fro the success of Project 37

1.1.2.1.2 Manages Scope creep / Tolerances / reporting up to Management Board/ Time / 

1.1.1 Governance 1.1.2.2 Operations Manager 1.1.2.2.1 15

1.1.2 Roles & Responsibilities 1.1.2.3 Business Development Manager 1.1.2.3.1 15

1 Retention 1.1 Establish Project Board 1.1.3 Communication 1.1.2.4 Marketing Manager 1.1.2.4.1 30

1.1.4 Tolerances 1.1.2.5 Administrator 1.1.2.5.1 15

1.1.5 Time Frame 112 Total

8 weeks 560Project Duration
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1 Retention 1.1 Establish Project Board 1.1.3 Communication 1.1.2.4 Marketing Manager 1.1.2.4.1 30

1.1.4 Tolerances 1.1.2.5 Administrator 1.1.2.5.1 15

1.1.5 Time Frame 112 Total

8 weeks 560Project Duration
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Appendix Seven

Definition of ResearchProblem

ExploratoryResearch

Information Required

Definition of Population

Target Groups

Survery Method

Planning Step

Ordering of Topics

Type of Question

Wording and Instruction

Layout

Scaling

Probes & Prompts

Coding

Design Step

Pilot Testing

Redesign

Final Questionnaire

Pilot Stage
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Appendix Eight

Region  Region 

1500 1 2 3 4 5 7 Total 750 1 2 3 4 5 7 Total

Wales 11 30 12 0 8 0 61 Wales 8250 45000 18000 0 12000 0 83250

South West 12 30 12 0 8 0 62 South West 9000 45000 18000 0 12000 0 84000

South  12 30 12 0 8 0 62 South  9000 45000 18000 0 12000 0 84000

South East 12 30 12 0 8 0 62 South East 9000 45000 18000 0 12000 0 84000

Midlands 12 30 12 0 8 0 62 Midlands 9000 22500 9000 0 6000 0 46500

Total 59 150 60 0 40 0 309 Total 44250 202500 81000 0 54000 0 381750

Region  Region 

1500 1 2 3 4 5 7 Total 500 1500 1 2 3 4 5 7 Total

Wales 50 50 25 10 15 0 150 Wales 37500 75000 37500 15000 22500 0 187500

South West 50 50 25 10 15 0 150 South West 37500 75000 37500 15000 22500 0 187500

South  50 50 25 10 15 0 150 South  37500 75000 37500 15000 22500 0 187500

South East 50 50 25 10 15 0 150 South East 37500 75000 37500 15000 22500 0 187500

Midlands 50 50 25 10 15 0 150 Midlands 37500 75000 37500 15000 22500 0 187500

Total 250 250 125 50 75 0 750 Total 187500 375000 187500 75000 112500 0 937500

Region  Region 

1500 1 2 3 4 5 7 Total 500 1500 1 2 3 4 5 7 Total

Wales 75 50 25 25 25 3 203 Wales 56250 75000 37500 37500 37500 4500 248250

South West 75 50 25 25 25 3 203 South West 56250 75000 37500 37500 37500 4500 248250

South  75 50 25 25 25 3 203 South  56250 75000 37500 37500 37500 4500 248250

South East 75 50 25 25 25 3 203 South East 56250 75000 37500 37500 37500 4500 248250

Midlands 75 50 25 25 25 3 203 Midlands 56250 75000 37500 37500 37500 4500 248250

Total 375 250 125 125 125 15 1015 Total 281250 375000 187500 187500 187500 22500 1241250

Region  Region 

1500 1 2 3 4 5 7 Total 1500 1 2 3 4 5 7 Total

Wales 100 50 25 25 30 5 235 Wales 75000 75000 37500 37500 45000 7500 277500

South West 100 50 25 25 30 5 235 South West 75000 75000 37500 37500 45000 7500 277500

South  100 50 25 25 30 5 235 South  75000 75000 37500 37500 45000 7500 277500

South East 100 50 25 25 30 5 235 South East 75000 75000 37500 37500 45000 7500 277500

Midlands 100 50 25 25 30 5 235 Midlands 75000 75000 37500 37500 45000 7500 277500

Total 500 250 125 125 150 25 1175 Total 375000 375000 187500 187500 225000 37500 1387500

Current

Level 

Year 1

Level 

Year 2

Level 

Year 3

Level 

Year 

Level 

Current

Level 

Year 1

Level 

Year 2

Level 
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Appendix 9

Current Year 0ne Year Two Year Three Comment

Numbers 309 750 1015 1175 Projected Apprentice Numbers

Income -381750 -937500 -1241250 -1387500 Projected Income

Expenditure

Apprentices 309 441 265 160 Additional Apprentices Year on Year

Additional Employees 0 8.82 5.3 3.2

For every additional 50 Apprentices 

1 extra member of staff required

Delivery Employee 6.18 15 26.48 29.68

Number of employee delivered 

Scheme

Employee Costs Expenditure 154500 529500 662000 742000

Central Costs

Facilites 10000 10000 10000 10000

Marketing 30000 30000 30000 30000

Travel 12000 25000 30000 30000

As scheme expands additional trave 

required

IT 6000 12000 8000 7500

License fees & purchasing of new IT 

for new staff

Management  Costs 250000 250000 250000 250000

Centralised support & management 

costs

Total Expenditure 462500 856500 990000 1069500

Profit / Loss -80750 81000 251250 318000


