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Executive Summary

When the first human case of ‘viral pneumonia’ was reported in December 2019 in Wuhan City, China (WHO, 2020a) and was later identified as COVID-19, Swansea University’s (SU) Board of Directors acted quickly. The Swansea-Wuhan sister cities partnership links have brought a lot of students from Wuhan to Swansea, so SU planned its response to the outbreak early, as there was increasing concern that a whole country lockdown may occur. The “response to COVID-19” project aim is early implementation of adaptation to continue providing teaching and learning opportunities for all lecturers and students, with remote customer services for all areas. The ISS Team manager was appointed as Project manager and selected a team to assist manage this complex project. The author investigates the use of the Project Life Cycle Framework method by the project manager to initiate and manage this project. The Project manager used the spiral four phases structure (see Figure 0) to divide the project into four phases and applied the project management tools and techniques discussed.

Due to the planning and implementation phases were well in place before the government lockdown announcement, hence the project was delivered on schedule, most importantly the aims of keeping students and employees safe, continuous provide services remotely have been met. A temporary end date for the project was used for the scheduling of the project. The SU will gradually re-open the Library and public areas with a new project and will invite all Head of colleges to participate.
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Introduction


When the first human case of ‘viral pneumonia’ was reported in December 2019 in Wuhan City, China (WHO, 2020a), it alerted Swansea University (SU) to this infectious disease. Later, it was identified as COVID-19 which spread across Asia in January 2020 (WHO, 2020b, p.2). Lessons from a previous SARS outbreak had been learned and the Board of Directors acted quickly. The Swansea-Wuhan sister cities partnership links have brought many students from Wuhan to Swansea, so SU planned its response to the outbreak early, as there was increasing concern that a whole country lockdown may occur.

The university has eight colleges across two campuses, employing about 3,290 staff and has nearly 20,620 students (SU, 2020c). The focus from the start was on the safety of staff and students when establishing a specific “response to COVID-19” project. In this report, the term “Project” is referring to the achievement of a specific objective with a start and end date, which involves a series of activities and tasks which consume resources (Munns and Bjeirmi, 1996, p.81). Situation Report-94 (WHO, 2020b, p.2) stated scientists found that COVID-19 is closely related to SARS and would infect millions across the world before it fizzled out or vaccine was developed (Ries, 2020). The aim of the “response to COVID-19” project is early implementation of adaptation to provide online teaching and learning opportunities for all lecturers and students, supported by remote customer services teams. The project plays an important role in the planning and implementation of a series of activities for delivering change in the ways of working and teaching across the university. The outcomes of the changes will benefit SU in the long term, even after the project has ended. Based on these facts, the “Response to Covid-19” project fulfills all the characteristics of a project as defined above.

On the 6 January, SU appointed the ISS Team manager as Project manager to proceed with the “response to COVID-19” project. The project manager needed to ensure all essential planning and implementation phases were completed in a very short time period. Initially these processes, allocation of tasks and control of resources was part of project management. Munns and Bjeirmi (1996, p.81) defined project management as the process of controlling the achievement of the project objectives. Utilising the existing organisational structures and resources, it seeks to manage the project by applying a collection of tools and techniques, without adversely disturbing the routine operation of the organisation. The success of a project is dependent upon the success of planning and the allocation of tasks to committed team members, identifying correct information to communicate to the right team members or stakeholders, utilitising adequate tools and techniques to achieve project objectives, completion within budget, along with schedule and quality standards at the end of the project (Munns and Bjeirmi, 1996, p.82). Project management involves applying skills and capabilities to enable the project to flow through its life cycle effectively. It is short term and all activities will cease after the fulfilment of the project (PMI, 2013, p.47).

The author has been requested to produce a report to assess the planning of project activities, examine the project management tools and techniques used, the ability to adapt the workplace to the impact of the lockdown, and analyse and evaluate whether the project met the expectations of stakeholders or organisational values. The report is required by the end of project, and should reflect on personal and organisational gain, and outline any lessons learned by the organisation.


The author investigated the use of the Project Life Cycle Framework method by the project manager to initiate and manage the project. Selvin and Pinto (1987, quoted in Patanakul, Lewwongcharoen and Milosevic, 2010, p.45) advise that “Project Life Cycle is an effective project management tool which provides a useful framework for looking at project dynamic over time”. Generally numbered and in sequential overlapping phases of cycles, each phase requires the project manager to utilise project management tools and techniques to deliver outcomes moving forward until closure. There are a variety of project life cycle models can be used to manage a project, the Project manager has used the spiral four phases structure (see Figure 0) to divide the project into four phases, and applied the following project management tools and techniques:

1. Project Initiation phase – Quad chart, Project scope, Stakeholders analysis.
2. Project Planning phase – Risk assessment, Boston Chart, Work Breakdown Structure (WBS), Gantt chart, Network Diagrams, Critical Path analysis.
3. Project Execution phase and Mid-term Evaluation – Hard evaluation, Soft evaluation (qualitative and quantitative).
4. Project Closure - Feedback questionnaire, Delta evaluation, recommendation, lesson learned.
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Figure 0  Project Life Cycle












1. Project Initiation phase

Firstly, the Project manager must ensure the whole project team understand the aim and purpose of the project and recognise the requirements for delivering changes to the workplace to adapt to better operations during lockdown. It was necessary to develop a blueprint of the project which allowed the Project manager to regularly assess its progression. This included: a list of project activities, monitoring and controlling the overall progress of the project, identifying resource, the scope of the project, quality standards, approved budgets, risk analyses and measurement of success at the end of the project (Roberts, 2011, p.5).

1.1 Quad Chart

The Project Manager needed to decide when and how to deal with changes and still be able to meet the expectations of stakeholders. For this purpose, the Quad Chart (Appendix A) is a powerful, one-page picture that allows the project manager to visualize the aim, map manageable steps for the structure of the project, ensure control over the project scope, and define desired outcomes at the end of the project. The end date for this project is under on-going review, so it was set at July 2020 being the end of academic semester. The “response to COVID-19” project specified deliverable aims (box 1) such as early implementation of adaptation to provide online teaching and learning opportunities for all lecturers and students, with remote customer service support. The objectives of this project are to upgrade internal software, installing and setting up remote teaching apps, providing virtual online support and systems, and providing equipment before lockdown occurred. The desired Project outcomes/ deliverables at box 3 are the completion of software installation, all teaching classes conducted online successfully, and remotely providing customer services. Students and staff have gained secondary benefits while learning online or working from home, such as improved digital skills, online access and adaptive software making it easier for disabled students, and reduced stress and more time for outside interests as people no longer had to travel to the university.

Peter Landau (2017) defined the project scope as an important part of the planning process for a project, as it determines and documents the project goals, deliverables, tasks, costs and deadlines. At this initial phase, the whole team should be involved in determining and agreeing on tasks to be performed which align with the list of deliverables, desired outcomes, deadlines, milestones, progress reports (delivery to which group of stakeholders) and risk assessments from the Quad Chart above (Bridges, 2018a). Team members must collect all the requirements that define the project and document what the stakeholders want. Once the team understand what the stakeholders need and expect, it is critical to be able to define and documents these requirements, so that the adaptation made will be able to meet the expectations. Different stakeholders desire different outcomes, therefore it is dependent on the Project manager’s negotiation skills to agree them with Senior management/Trustees, and for them to sign off the final agreed budget and schedule document for the project.

1.2 Belbin Team Roles and Motivation

The Belbin Team Roles method is one of the more practical ways of acquiring specific team member for the necessary project roles and tasks. Each project role and responsibility can be designed once identified and documented, including required skill sets, reporting relationships and the generation of a staffing management plan (PMI, 2013, p.255). Dr Belbin (2020) defined Team Roles as “a tendency to behave, contribute and interrelate with others in a particular way” (Mind Tools, 2020). The project manager completed the Belbin Team Roles test, and the feedback report shows that the project manager’s own role assessment result was a  Completer-Finisher (CF) (Appendix C). Being a CF means the project manager will see that the project is completed thoroughly to a high standard, ensuring no details are missed and ensuring all tasks are finished on time (Belbin, 2020).

The project manager led a team consisting of the Registrar and Chief Operating Officer, Estates and Facilities manager, Customer Services Manager, IT Team Manager, IT Services Coordinator and Customer Services Coordinator. The project manager utilized the Belbin Team Roles to assign project roles according to each person’s skills set and authority level. 

1.3 Stakeholders Analysis

Roberts (2011, p. 45) stated that Stakeholders are a pool of individuals (or groups) who will have an interest in the project, either because they will be affected by it or because they may affect the project itself. The best way to analyse stakeholders is to complete a power/interest matrix which helps to build a communication plan, and recognise who the most influential stakeholders in this project are (Stakeholder map, 2020). 
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Figure 1.2.1  Project Power/Interest Matrix


A Stakeholder Analysis (Appendix D) is a systematic way to analyse stakeholders by their power and interest. Primary stakeholders are key players who are ultimately affected and will gain or lose while adapting to a new environment. Secondary stakeholders are considered external supporters and observers (Stakeholder map, 2020). The staff and students have the highest interest as work and learning are both affected most during the lockdown period. The project team could be divided into four different groups according to the power/interest matrix for the communication plan, which provides different levels of project information corresponding to high interest and low interest. For example, the team should keep Primary stakeholders (staff, students and Senior Management) in constant communication to satisfy their interest, remain in close contact with Supporters (Suppliers), and keep the external audience (Examiners, Student’s family, Student Finance) well informed. Team members could invite stakeholders to join in forums, workshops, surveys, group meeting, send emails, and marketing publications.

At this initiation phase, the team have a clear mind set on the project’s aim, objectives, stakeholders and communication plan. SU goals are planning and implementation in advance, resulting in a successful smooth change into the implementation phase when the Prime Minister announced whole country moving into lockdown on 23 March 2020 (Prime Minister’s Office, 2020). 







2. Project Planning phase

2.1	Iron Triangle Constraint

To help identify risk for the project, the Project manager needed to examine what was the most important criteria for measuring the success of this project. Would the project deliver the aims and objectives if one of the criteria: time, cost, quality or scope needed to change due to various concurrents (Caccamese and Bragantini, 2012). The Iron Triangle (see Figure 2.1) is a popular metaphor that illustrates the relationship between these three constraints that must be managed in project delivery (Stakeholdermap, 2020). Any changes in the criteria will have an immediate impact on the other two and affect the risk level. It is the Project Manager’s ability to establish and maintain balance for the constraints within these interrelated criteria. As mentioned in the introduction, SU intended to complete all planning and implementation in a very short time due to the uncertainty surrounding the spread of COVID-19, but the quality of customer services and support should not be compromised. The scope which are the deliverables replace quality, and quality has moved to the centre (Stakeholdermap.cpm, 2020), to balance the short of time with the other two points, the Project manager was required to ensure financial resource was sufficient for the cost, and approved by the Senior management/Trustees.
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Figure 2.1  Iron Triangle Constraint 


2.2	Risk Assessment Risk Analysis Grid

To avoid failure, the project manager needed to identify potential risks to reduce the impact on this project. A Risk Analysis (Appendix C) included INTERNAL and EXTERNAL environmental factors, the types of constraint, and mitigating actions to minimise negative effects on the project.

Risk identification is the first step of four in risk management. The second step is evaluation using risk analysis, this gives insight for the project manager to decide whether the project is too large, and needs to downsize for a better success rate. Due to the risk of an unknown end date for lockdown, the project team agreed to create a different project for preparation to re-open the campuses. A Boston Chart is a very simple brain storming risk analysis. Often it evaluates risk factors against each other rather than on their own. It does not give as much details of risk as the Risk Analysis Grid, but it can be perform stand alone for example for a product marketing risk analysis. The Project Familarity Grid analyses risk with a product that we are familiar with or not. It can help identify what is and what is not familiar by using this risk identity grid. This brings into question whether there is a need to bring in new team members that are familiar with the product or change to another product that we are familiar with. However, this Project Familarity Grid is unable to identify potential risks for the “response to COVID-19” project, due to quality of services being the team’s first priority.

2.3	PESTLE Analysis Grid

Bush (2019) stated that a PESTLE Analysis (Appendix D) is a business tool that involves identifying and evaluating political, economic, sociocultural, technological, legal, and environmental factors that affect a business. It can be useful to identify potential external environmental risks as part of the risk management process. The project manager can use brainstorm sessions during the planning stage, to find out business threats that may have been missed, review the risks and what actions can be taken to mitigate them, and follow up these actions during the whole lifecycle of the project.

2.4	Work Breakdown Structure

The ISS Team have been involved from the beginning of the project, because SU was concerned that the virus would reach Swansea sooner than expected. The Work Breakdown Structure (WBS) (Appendix G) timeline was set as the appointment date of the project manager. The WBS was created using a bottom-up approach (using Brainstorming) where team members were asked to list out all the low-level tasks that needed to be completed for this project (Project-Management.com, 2018). A Work Breakdown Structure is a deliverable orientated hierarchical structure that shows a breakdown of the work that needs to be “executed” by the team to achieve the project objectives and produce the deliverables.
 
Project managers use WBS for the following:
· Assist with accurate project organisation.
· Helps with assigning responsibilities.
· Show the control points and project milestones.
· Allows for more accurate estimation of cost, risk and schedule.
· Helps explain the project scope to stakeholders (Devi and Reddy, 2012, p.683).

The project manager needs to extract a task list from the Quad Chart at the Initiation phase process, then identify the deliverables, sub deliverables and activities tasks. Globerson (1994, p.323) summarized that the Work Breakdown Structure is the backbone of the proper planning, execution and control of a project. Knowing the project scope, schedule and cost will drive the project to complete on-time.


2.5	Gantt Chart

Gantt Chart (Appendix H) is commonly used to monitor timelines of a project and show interdependencies which exist in the chart. This chart was devised by Henry Gantt in 1910. Having a Gantt Chart drawn out early is crucial where you need to collaborate with different teams. It allows everyone involved to be proactive, interactive with room to change schedule, but still be able to track the progress of the project. It will have a start date and end date, and the task lists are transferred from the project’s work breakdown structure
.





2.6	Network Diagrams and Critical Path 

Network Diagrams (Appendix I) are flow charts which illustrate dependencies between the project tasks in an orderly form and what needs to be done. The diagram comprises of three elements: Project Events which are also called milestones, activity which means work required to move from one event to another, and span time which is the actual time required to complete an activity.

Critical Path (Appendix I) is a project modeling technique that is used by the project managers to find the important deadlines and deliver a project on schedule. In a project, the critical path is the longest distance between the start and finish, including all the tasks and their duration (Project Manager.com, 2020b). There are a few benefits in finding the Critical Path, such as better understanding the time constraints for each task, setting the baseline to keep the project on schedule which lead to better estimates of the timeline for the next project, or review the current task baseline again. Because the critical path shows the longest time to complete a task, it actually helps the Project team to realise not all tasks are needed on the diagrams. 









3. Project Execution phase and Mid-term Evaluation


Once all the required analysis and project activities are put into action, project managers can proceed with executing processes by reviewing the project management processes. 

Project team meetings are a good way of gathering all the team members in one place, reviewing each team member role and identifying which tasks are completed, or if there is problem affecting the task progress. The Project manager should obtain a project progress report and inform the team to get ready to celebrate success.  

3.1	Mid-term Evaluation

Monitoring is the regular and systematic collection, analysis, reporting and use of information about the project and its services (Winderl, 2017). Monitoring the project is an ongoing process and is crucial to ensure the project can be completed by the deadline. This monitoring exercise is conducted internally, either by the project manager or a project member that is directly involved in the implementation process. It is to ensure team members take responsibility for what they should complete, take accountability, and meet the stakeholders expectations in meeting the deadline date. Due to the uncertainty of the COVID-19, the initiating and planning process for this project needed to be completed in a very short time. Therefore, weekly status reports, trackers and monthly status reports (see Figure 3.1) helped to push forward the project to the expected dates.  For example, the first monitoring exercise should be parallel with the Gantt chart – initiating process.
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Figure 3.1  Project Monthly monitoring status report


Limitations of the report – end date for the project subject to how long the virus infected local community. To keep all university user safe and continue provide services, consider a new project look into how to gradually re-open library and university to the public established. 

As the project progresses into each phase, the monitoring responsibilities and deadline will be altered accordingly. The monitoring exercise allows the management to make swift changes during the project once an issue has been identified or missed, or there is a delay in completing the task due to unforeseen circumstances. Most of the time monitoring is quantitative, in other words it can be measured.

Winderl (2017) defined evaluation as systematic and impartial assessment of expected and achieved accomplishments. Evaluation (Appendix J) is carried out by an external or independent evaluator or through a collective survey externally to ensure unbiased judgement (Winderl, 2017). The evaluation can be quantitative and qualitative too. There are several channels the university can gather evaluation data from:
1. Staff Annual Survey.
2. Student Satisfaction Survey.
3. Customer Service questionnaire/complaints.
4. Wellbeing support request feedback.

As an educational institution, the project manager is more concerned about the quality of the objective, because this can attract more prospective students to come to study with Swansea University. The Project manager can measure the quality/value of the activity or package at the mid-term of the project and adjust any changes to meet the expectations and quality of services provided. 



4. Project Closure phase


Post implementation review give insights of the management size and personnel that involved could have included head of colleges at the initiating process. The scope of the project and the deadline were delivered on time, most importantly the aims of keeping students and employees safe, continuous provide services remotely have been met. By collecting feedback from the Customer Service Questionnaires and Staff Annual Survey, the Project Manager could draw a new list of tasks for future improvement.

The two-formative information from soft outcomes will be carry forward to next Re-open Campus project, to improve the employee and public user satisfaction score.

4.1 	Reflection on the project manager’s skills set

Based on the Project Manager’s self-perception feedback, the Project Manager may not be the best candidate to lead this complex project, but her personal strength of demanding high standards in her work means the project achieved a very high stakeholders satisfaction rate. Belbin’s Feedback and Development suggestions for the Project Manager are that she could perform better at the end of a project than at the beginning. A project manager should use different levels of hard and soft skills, but communication and strategic planning are crucial personal skills for any manager that leads a large complex project.


























Conclusion


Early indication shown that the “response to COVID-19” project was a success, because of the planning and implementation phases were well in place before the government lockdown announcement.

The project team have successfully delivered the project objectives by dividing the project into four phases from the Project Life Cycle framework, applied appropriate project management tools and techniques according to each phase requirement. Success was measured from student feedback that they were satisfied and able to continue learning and attending classes online, and that the total numbers of students completing their courses had increased. Lecturers continued teaching session through online teaching apps, staff felt more confident as they were equipped with improved IT skills, and learned to set up remote working systems on personal devices to aid working from home.

The project has delivered the necessary adaptations in the workplace on time and within budget, and met the expectation of stakeholders.




























Recommendations


Based on the soft outcomes from the evaluation report, the author makes the following recommendations to the Project manager and Registrar and Chief Operating Officer:


1) What went wrong – Review on “Employees felt they not given enough warning before the building lockdown”, this means a lack of internal communication, or that messages either didn’t distribute to all staff or did not pass on to those have no access to the  internet on campus. The Project team needs to review the communication plan that was established at the Project Initiation phase. To take mitigating action to ensure effective engagement and improve communications.

The Project manager also received approaches from Heads of Colleges about their disappointment at not been invited to participate in this project. They felt they had not been given the chance to represent their colleges and input their specialist skills to make it a success project. 

2) What need to improve – ISS Team manager applied to attend Leadership training to strengthen her communication skills and strategy planning skills. The project manager has learned from the previous project what her failing are, and will ensure she does not repeat the same mistakes. Her personal skills set for leading a complex and large project have revealed her inexperience in strategic planning.  










Appendices


Appendix A:  “response to COVID-19” Quad Chart
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Appendix B:  Belbin Team Roles
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Appendix C:  Project Manager’s self-perception – Team Role Feedback
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Appendix D:  Project Stakeholders Analysis



Stakeholders Analysis
	Priority
H/M/L
	Stakeholders
	Stakeholder’s
Perspective
	Action

	H
	Staff (lecturers)
	Delivering weekly online classes and providing one to one support to students.
	Pre-recorded class video, remote working platform and software, online training, and line management support to deliver classes.

	H
	Staff (admin, support, HR)
	Dealing with incoming/outgoing information and providing admin support to other colleagues.
	Install and update remote working platform at home, setting resource availability, communication channel for others.

	H
	Students
	Engaging, participating, and contributing to weekly classes and working towards completion of the course by submitting assignments.
	Provide support, resources, wellbeing help and encouragement to complete the course.

	M
	Suppliers/Concessions
	Regular communication, updating of changes, conducting risk assessments for the estate or delivery areas.
	Implementing Social distancing, safety measures such as face masks and gloves.

	L
	Examiners
	Regular communication, updating each situation change via intranet.
	Keep informed, examination timetable.

	H
	Senior Management/Trustees
	Receive full support from the senior management team and board of trustees, keep informed as decision making to close the university rests with them.
	keep informed, request decision making, gain full support from the board.

	L
	Students’ families
	Engaging, updating website with latest information, keep informed.
	keep informed, provide support when required.

	L
	Student Finance
	Engaging, coordinate student enrolment information, student course progress.
	keep informed, coordinating when required.














Appendix E: Project Risk Assessment Risk Analysis Grid
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Appendix F:  Project PESTLE Analysis Grid
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Appendix G:  Project Work Breakdown Structure
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Appendix H:  Project Gantt Chart
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Appendix I: Project Network Diagrams and Critical Path Analysis
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Appendix J:  Project Evaluation Analysis
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Aims / Of es
‘Aim: To continue provide teaching and learning
opportunities for all lecturers and students. To provide
remote customer services for all areas

Objectives

Installing and setting online teaching apps.
Provide virtual online support.

Keep staff and students safe.

Updates all internal software/desktop.
setting up a remote working system.

Desired outcomes

Make sure all students complete theirs uni course.
(measurable)

Transfer all classes to online learning. (measurable)
Provide weekly online classes. (measurable)

Provide remote customer services support. measurable)
Enable Direct Access platform for all staff. (measurable)

Stakeholders / audience

staff (lectures, admin, support, HR) (drivers)
Students (drivers)

Senior management/Trustees (driver/supporters)
‘Suppliers/Concessions (external/supporters)
Examiners (external/supporters)

Students families (external/observers)

Students Finance (external/supporters/observer)

Measure of Success

Received positive feedback from staff and student for

remote customer services. (qualitative)

Received high students satisfaction rate.(qualittive)

Number of student applying to further study.

(quantitative)

Student course completions rate improved.
(quantitative) |
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‘Secondary benefits (unmeasurable)
Students and staff digital skills improved.
Online access makes it easier for disabled students.

Being more creative/problem solving skills improved.
Less stress for staff and students as no longer stuck in
rush hour traffic, more time with family.
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Team Role Feedback

“This report offes guidance and advice on the best way o manage your behaviour at work and make.
the most of your Team Role contributions. The applicabiity of the advice may vary depending on the.
stage of your career and your cument working stuation,

This reportis based upon your Self-Perception only.

‘You appear to be someane who likes 1o o things very thoroughly. When that approach is applied
‘consistenty, i leads 1o continuing accompiishment and progress. Whereas most people tend fo
‘show an element of boredo or even complacency after a whie, your sense of concern and inner
nervous energy willensure that no detais wil be overlooked.

‘You il be at your most effectve — and are most likely to gain satisfactin from your work - when
given a cleary-defined project of which you can take ownership. You are mostIikely to make your
mark by refining and improving something aleady existing. You wil also thive In work where.
qualty of output I recognised as important

As a manager, you may find it difficult o delegate, since you may doubt that anyone will address.
what needs 16 be done as conscientously a5 you can. You may be correct, but remember that
delegation is a vial part of management. By all means, demonstrate your concen that high
Standards be maintained, but do not atempt {0 micro-manage.

A a coleague, you will be invluable 3 a checker and verifr and wil buld you reputation tis
way. By putting your stamp on things, you render projects more likely to achieve the desired end
TGRulFor it reason, your nput may ome tbe gy valued by thrs

In the longer term, you may need 1o take on other roles ifyou are 1o be seen as versatle. Bring in
people to help i areas where you feel uncomfortable and do not be scared of asking for help.
There are always areas of work where input rom others willIprove your own performance.

‘You are also capable of taking a broad view of the team. Focus on making yourself Known as a
‘caim and mature indidual to whom others - managers and collsagues alke — can tur for advice
‘and consultation. Pay attenton o Where others an best conirbute and use his knowledge to
‘encourage them n teirroes.

On a final note, you need to take account o the role for which you are least suited. You do ot
‘appear to have the characteristcs of a person who is naturally able o originate ideas. If you can
ok with someone who has these complementary qualtes, your own performance s fiely to
improve.

‘Pl completed on 25 Jun 2020

©BELBIN 201 Pages ‘Report printed on 25-Jun 2020
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Yen Lai
Maximizing your Potential

“This report highiights your Team Role strengths and possible weaknesses, based on your views and
those of your Observers, if applicable. The section, “Understanding your Conlrbution, provides.
analysis of your responses to your Self-Perception o enable you {0 work more effectvely.

This report is based upon your Self-Perception only.

Strongths.
You are lkely to:
= be very precise, demanding and achieving high standards n your work.
« be equall capable oftaking a broad overview and focusing on defalls.
= draw out contibutions from others and make the best use of the talent within a team.

Possible Weaknesses

You may:

= take a generalist approach and tend not o get involved withthe specific of a subject.
= influence people 1o reach objectives,rather than focusing on individuals’ needs.

= find i iffcut to adapt to quicky-changing events.

Understanding your Contribution (based on your self-perception)

Looking at the resuls solely fom your self-perception (nottaking any observer views info accourt), ou
have highighted two possidle contributions you can make. Below is Some advice on how o play 1o your
strengths further in hese areas:

U
© Fum s e o s
e ‘quality to others so that high standards become the norm.

ot e Gt o etk o sren i kst iy
(©) ol Coorr e ot fct gy stttk o oy
0 ey B Tl o e,

'SP complted on 25-Jun-2020
©BELBINZ0 Pages Reportprnted on 25-Jun 2020
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Yen Lai
Suggested Work Styles

“This report looks at the combination of your 1op Team Roles and suggests working styles that may be.
suitable. Phrases are provided which summarise the relevant working styles.

This report is based upon your Self-Perception only.

Team Roles Work Style
1 2 3 .

@ ﬂ Checking Progress

"1 Ik to ensure high standards are
oF co maintained by the whole group ™

Correcting

1 believe | have a talent for anicipating
‘and correcting mistakes and omissions *

@ @3 Deploying Quality Processes
™o

1 am at my most effecive when | can
oF improve procedures as | apply them.

Forming Strategles.

1 am able o offr discerning advice and
irecton when devising sirategies or
‘making decisions 23 a group.

D
PO

'SP complted on 25-Jun-2020
©BELBIN20 Pages Reportprnted on 25-Jun 2020
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Impact | Likelihood Risk Mitigating Action
(H/M/L) (H/M/L)

H H Lecturers not confident to deliver online class (pre-class video | Provide online training, loan laptop, recording
recording, online meeting apps, blackboard timetables equipment, remote working guide, IT support:
sefting). software updates, online or phone guide
(productiresources/schedule risk) INTERNAL

H ™ Student engagement and attendance (local/international). Provide effective, engaging, various [esources. |
(product/schedule risk) EXTERNAL one-to-one support during class, access to

blackboard, online library books, study support,
wellbeing support, email chasing up o offer
support

IT support online or on phone: software
updates, remote setting

H ™ "Admin employees remote working from home (confinue Provide online and phone support for
‘admin office work, customer services, remote working setting, | employees to set up remote working from
equipment, home internet setting, work rota, working hours). | home. Manual guide access, online training for
(product/resources/schedule risk) INTERNAL using Teams apps, offer loan equipment.

Manager draws-up working rota and hours,
assign responsibilties

[ ™ Tnternet security, Data protection and GDPR, employees Ensure Firewall setling adequate, security
dealing with a lot of sensiive data and information at home, | software pre-installed on all loan equipment
tisk of data lost o being stolen (resources). Reminder for employees and students about
INTERNAL/EXTERNAL infernet security awareness.

T T Sudden announcement of Lock Down by Welsh government | Ensure all preparation such as: software

before all preparations complete:
(product/resources/schedule) EXTERNAL

updates, equipment checks, network remote
access is ready on time or ahead of schedule
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Thing which may Importance or | Internal | Action lintend to take or
change Impact & Or | possible action I could take
relevance? (Very | External
High, High,
Medium, Low, very
Low)
Health and Safety | Long term Very High External | Follow Health and Safety
law enforced for Board guideline to install 2
Social Distancing metres apart
(Legal) measurement for all public
places, remind employees
to maintain 2 metres
between each other.
Internet security, risk | Long term Very High External | Provide security software,
of data and sensitive online training to improve
information being cyber-attack, phishing
stolen while admin mails awareness, GDPR
employees WFH. and data protection
(Technological) refresh training.
Concession stores Medium Medium External | Offer reduced rent rate to
losing profit due to help store survi
social distancing and Regular communication
foreseeable Lock with store
Down period manager/owner.
(Economic)
Employees with Medium Medium Internal | Offer online support,

health issue,
wellbeing during
working from home.
(Sociocultural)
(Environmental)

wellbeing, catch up
meetings online. Less
travel means less petrol
used, less pollution.
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Continue Provide customer services for all user
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Regular
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Planning for the Coronavirus

Swansea University

SIMPLE GANTT CHART by Vertexd2.com
its:ivww vertexé2 comfExcelTemplates/simple-gant-chart bt

Health & Safety Manager  project Start:

Mon, 6/1/2020

Display Month:

7

ASSIGNED
T0

TASK
1. Iniiating Process.
Software Updates.
Remote access systems.
Equipment availability.
Fundings - licence & equipment
Dedicated Covid-19 news webpage.
Library ccess transfer online.
Health and Safety - procedures.
Poster - Wash hand reminder
2. Planning Process.
Software Updates.
Remote access systems.
Transer teaching/leaing class online.
Transfer admin working from home
Customer Services Helplines.
Library books Ioan automated
Health & Safety - public webpage & buildin
Social Distancing Safety barrier
Poster - Building closed
3. Executing Process
Dedicated Covid-19 news webpage.
Teaching & Learning from home.
Working from home
Lock down building security.
Social Distancing Safety barrier
Poster - Summer opening hours
4. Monitoring and Controling Process
Student Satisfaction Survey.
Employees Annual Survey.
Customer Services Complaints
Wellbeing Support request feedback
Health & Safety issue feedback.

START

4/5/20  31/7/20
/420 31/7/20
/420 31/7/20
15/6/20 31/7/20
Yo/ 31/7/20
Yo/ 31/7/20
4/5/20  31/7/20
4/5/20  31/7/20
/420 31/7/20

January
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Evaluation Source.

Hard outcomes

Soft outcomes

Staff Annual Survey

Totals of employees
completed online survey
increased. (summative)

Employees more confidence with
their IT skills as learned new skills—
how to set up remote home
working (Participative)

Employees learned manage time
better because managed to
complete their work/ control
working within target deadine.
(Particpative)

Employees felt they not given
‘enough warning before the bulding
lock down. (Formative)

Employees worried the security of
their job or income f Lock down
situation extend. (iluminative)

Students Satisfaction | Student attendance | Student is happy with the level of
Survey online percentage rate | support they received.
improved/better than in | (lluminative)
class face-to-face. Student more confidence with their
(summative) T skils as learned to use Teams.
Numbers of student | app, learned change own
completion course. equipment setting. (Participative)
increased compared | Student worry their cost of iving
with last year numbers. | increased. (Iluminative)
(summative) Student worry they not able to
achieve desirable grade to secure
their future. (Iluminative)
‘Customer Service Totals of questionnaire | Concessions is unhappy Lock down
Questionnaire/Complaints | received increased. law affected them must lose their

(summative)

zero-contract employee.
(illuminative)

Public user complaint no.
designated place to return books.
(Formative)

‘Wellbeing Support
request feedback

Numbers of employee
and student request for
wellbeing support
increased in double.
(summative)

Numbers of student
being referred to
wellbeing support
increased. (Summative)

Students find Lock down situation is
difficult to cope. (illuminative)
Employee and student are happy
with Wellbeing support team
continue provide phone or via zoom
support.(illuminative)





