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The purpose of this assignment is to create a project management plan for the company that I work for which is Admiral. I work for this company for 4 years and 2 moths and I would like to create the project management called “Minimize the risk of taking the Covid”. A project management includes a plan with a start date and an end date, a project manager who makes sure the plan will take place, and the stakeholders which will be the employees and the customers, they will benefit from the implemetation of this project (Roberts, 2011; Buttrick, 2009; Berkun, 2008). 
The “Minimize the risk of taking the covid” will have all the three phases of the project: planning, scheduling and controlling. The most important part the planning phase will be defining the project and realizing how the plan will be organized. On the scheduling phase we will focus at, the cost of the project, the hours and the days when this project will take place. On the controlling phase the main focus will be on revise plans and reconsider strategies in the ways that will make the results be close to what was expected from the beginning. What motivated me to engaged in this project was the actually Covid crisis which is a world pandemic negative experience that inevitably affected every person and company around the world.
According to Roberts Paul (2011) the most important question regarding a project, is why this project it is necessary, and the reason is the following. Because of Covid Pandemic I believe that this project it is necessary for the employees and customers, because they have the right to have an environment that protects them from taking the covid and minimise the risk of taking the covid. 
The start date will be 17 May 2021 when we will reopen the business and the end date will be 17 May 2022. We will have a project buffer of 6 months, until 17 February 2023. The budget will be £100.000. The person who introduced the idea was our Ceo, Zane Mersih, because of world Covid pandemic and because as a company we have a legal obligation to minimize the harm and the lower the risk of the Covid to spread.
The main beneficiaries from this project will be the employees and the customers because they are directly in the risk of taking the Covid being in contact everyday one with each other. If the project will not be done, the current situation in my workplace it will degraded because the customers will not come in our place to play, if they do not feel save to play without having the risk of taking the covid. This means that, if the customers will not come to play in our venue, the company will go in insolvency, therefore the major benefit of this project will be to make customer stay in our venue and this implies spending their money to buy entertainment. Taking in considerations this, the most important benefit of this project is that it will make customers to come in our venues and spend their money, in this way the profit of the company will arise because how the authors Ofer Zwikael and John Smyrk stated in 2012, benefits are the flows of value that arise from a project.
Furthermore, in our gambling environment if a person takes Covid or it will be suspicious of having the covid and because of that persons it is not coming to work, the company has not enough employees to work 2 persons in a shift as, how the law requires. Therefore, they are doing single manning work which is creating a lot a prejudice for the company because they are robed a lot and they are putting the employees in risk, by let them work alone in a gambling environment.
In this project we need to involve employees, suppliers, and all field-based support colleagues (Tech, AMs, Auditors, Security). We need to create in every venue an “Monitoring the risk of taking the Covid officer” position, who will have the role to observe if the project it is implemented and to take care that this project will be implemented.
We expect that this project will achieve the following results: will help to minimize the risk of taking Covid and in this way to protect our customers and our employees to get sick and suffer from the consequences of having the Covid.

The project “Minimize the risk of taking the Covid” will have the following constraints. The employees will not want to follow the rules that this project implies because they do not believe in the existence of the virus. These constraints apply to the customers as well who do not want to obey rules that these projects indicate. These are the things that can go wrong in this project. These will be the risks that pose the greatest dangers to the success of these project and to minimize their negative effects we will use the most important non-technical skills which include problem solving, teamwork, and listening. Risk management is an activity which fuses affirmation of risk, creating systems to oversee it, a relief of risk using administrative assets (Berg, 2010).
The risk management plan will include the risks that are associated to this project and how will they be identified, monitored, prevented and managed. The major risk is that the persons entering the venue will take the Covid or will be exposed to the risk of taking the covid. These are the major risks identified in this project. These risks will be monitored, prevented and managed with the help of every persons involved in this project because every one of these persons will have to take responsibility from their own actions. Moreover, every venue will have an “Safe zone designated colleague” and an “Monitoring the risk of taking the Covid officer” that will help monitor, prevent and minimize the risk to be infected by the virus. 
I agree with the definition given by Roberts (2011) “Projects, in the modern sense, are strategic management tools and you ignore the newly reborn discipline of project management at your peril. It is fast becoming a core competence which many organizations require their Employees and leaders to have. It is no longer the preserve of specialists and the engineering sector, but an activity for everyone”. In addition to Roberts, I approve as well with the definition given by Svetlama J.K. Cicmil (1997), “in any venture circumstance, there is a customer/client who has an extraordinary need which requires information and assets to direct the acknowledgment of the idea inside the particular limitations of time, cash and determination. The compelling administration cycles of preparation, observing and control are needed to interpret change into substantial expectations”.
In one hand, Robert Paul specified in his book “Effective project management” (2011), that are three fundamental characteristics of an ideal project manager: engaging stake holders, planning, and control, managing risks. The project “Minimize the risk of taking the Covid” will have all these three characteristics. Other characteristics are, a project produces a ‘deliverable’ such as the ‘developed procedures’. A project has a defined end date and has a defined budget. A project uses a wide range of resources. People will be involved in peaks and troughs during the project. On the other hand, David Baccarini (1999) presents that other three characteristics are the most important for the success of a project. They are: 1. Intricacy – Increasing intricacy of assignments and a requirement for a more noteworthy level of specialization. 2. Change – Progressively unique conditions with consistent pressing factor inside associations to execute change because of worldwide rivalry. 3. Time – Demand for undertakings to be finished as fast as could be expected.
The work that must be done to implement this project will include a plan for the implementation of the project and all the relevant steps that we are going to be applied.
1. The venue team will ensure that the entrance and exit to the venue is clearly sign an is as far as possible clear of any obstacles in order to minimize the risk of any potential breaches of the social distancing requirements. A notice sign will be display at the venue entrance advising all customers and visitors that if they have any COVID-19 symptoms they must not enter. 
2. Each venue will create a “Safe zone” at the entrance to the venue. The “Safe zone” characteristic are the following. There must be a 2-meter distance from the “wait here point” clearly mark out using floor type or physical barriers. There should be line or markings on the floor where anyone entering the venue must “please stop and wait here “to be attended to. Signs explaining the Covid protection are in operation and what is expected of all customers and visitors should be clearly visible in the safe zone. This zone must be clear of unnecessary clutter. There must be a hand sanitizer dispenser containing 65% alcohol-based sanitizer in the zone. There should be a covered faced bin with plastic bag liner in the zone. There should be a small table in the safe zone which should as far as possible always have a supply of new surgical face masks, supplies of sanitizer wipes, a sanitizer cleaning spray, a supply of a suitable disposable paper product. It is very important that the “safe zone” to be monitored by a design and colleague at all the time.
3. Each venue will limit the total number of people entering the venue. The venue will identify the maximum number of people including companies’ employers, employees and all visitors that can be in a venue at any one time whiles realistically maintaining the required social distancing as per the current government distance. It will be a sign explaining to customer and visitors the numbers allowed into the venue will be limited and it will be positioned outside the entrance to the venue and the lobby and entrance area. The venue we'll need it to implement a system to monitor and control the number of people in the venue at any one time. Exits will need to be controlled in order to ensure that customer do not bypass the maintain entrance and the safe zone. 
4. All visitors to the venue, customers, contractors, enforcement officer, company employees, must not enter the venue unless the lobby entrance area is clear of other people. If somebody else is there they must wait until they have moved. This apply when both entering and leaving the venue. Once inside the venue they must wait in the “safe zone” and please stop here point. Notices explaining this procedure to customers and visitors will be positioned outside the entrance to the venue as well as in the lobby entrance area an in the safe zone.
5. In each venue the local operational management of this project would try where practicable to mark out some safe routes using floor type and physical barriers with the aim of greeting people safely to the toilets exits smoking area without passing too closely to customers playing machines and hence help to maximize social distancing. Each venue will need to care for it, plan out these routes trying to ensure that no machine, no chairs or stools encroach on the route. The route should have as far as possible a clear space either side of it to try as far as possible to maintain social distancing. The route should be as directed as possible within the above ground constraints.
6. The venue should where be possible to reposition gaming and change machines in order to support the current social distancing guidelines in respective of the distance between customers when playing. Where repositioning cannot create the necessary distance access to the machine, would be will need to be restricted playing that machine to ensure that's social distancing is maintained. 
7. Playing position will be restricted so that only one customer can play at a time so it not not possible to have multi players at one machine. 
8. Sound levels on all machines should be reduced to allow for normal conversation in order to try to reduce the level of risk of droplet an air boy transmission of the virus because shouting or talking loudly increases the risk of virus being spread by an infected person.
9. Each venue will ensure that suitable hand washing and cleaning facilities are made readily available to all colleagues, customers and visitors at all times. Hand washing facilities will all have cleaning running water, a supply of liquid hand shop, a supply of single usage disposable paper towels, whether this possible paper product is used for hand drying ,there must be a covered hands free pedal operated wasted bin lined with the plastic wasted bag .Bins must be emptied and the bags replace it regularly .The venue will have at least one hand sanitizer dispenser available to customers in the gaming area to enable them to maintain good hand hygiene through their visit.
10. Waste bins, each venue will remove any uncovered bin. Bins must be emptied, and the bags replaced regularly every day. When emptying beans colleagues should carefully remove the waste bag from the bin and tide it securely. Immediately dispose of the bag in the main waste bin. Clean and sanitize the bin and put a new clean bag in. Wash and dry their hands after emptying the bean and changing the bag.
11. There will be a “Safe zone designated colleague”. This mean there must always be a venue colleague designated to monitor the save zone and entry off all customers and visitors to the venue whenever the venue is open. The designated colleague must wear a face protective visor and make sure that the safe zone it is set up correctly. The designated college must as well to make sure that the COVID-19 protection procedures outlined below are strictly adhered to at all times. The designated venue colleague must ensure that all customers and visitors to the venue wait in the safe zone at the marked place and signed “please stop here point” until the colleague says that they can enter. Before any customer or visitors can enter the venue the designated colleague must ask them to use the hand sanitizer provided to thoroughly clean their hands .The designated venue colleague must ask all the customer if they have any of the COVID-19 coronavirus symptoms and if they do then they can be allowed to entry to the venue .If the customers or visitors they do not have any mask the designated colleague has to offer them of face mask or covering and he has to advise them that they have to maintain a distance of two meters from other people so when they would move anywhere in the venue they should as far as possible use any market safe routes to go to the toilet or to the exit or to the smoking area .Where is not possible to use a market safe route they should stay as far as is practicable away from all other people in the venue in order to maintain effective social distancing .The designated colleague has to advise the customers and the visitors that the hand sanitizer is available in the venue to help them maintain good hand hygiene during their visit. He has to advice as well the customers there that there can be only one customer per machine at any time in order to help maintain effective social distancing. The designated colleague will advise the customer to use Tito and change machine wherever possible in order to minimize cash handling. Moreover, the designated colleague has to ask the customers which machine they wish to play and then show them safely to the machine ensuring the necessary social distancing for from others is maintain.
12. All items and areas have to be clean as following. They have to be sprayed with the sanitizer. They will be wiped, clean and dry using a disposable paper product like blue roll .All use this possible paper product must be disposed of immediately into a non-hands operated covered waste been lined with a plastic waste bag .All the items listed below should be truthfully cleaned each day before the venue opens for trading .Venue colleagues will carry out ongoing cleaning off the high traffic touchpoints taking every opportunity possible to clean them .These items are: door handles, light switches, hand rails, leaning points, lifts buttons, back of house areas .The following items must be clean a minimum of once per hour. These items are: door handles, light switches, hand rails, leaning points, toilets, desks, ATMs, infrared thermometer, all hand sanitizer dispensers, lift buttons. Moreover, all hourly cleaning must be recorded on the COVID-19 venue hourly cleaning log.
13. On the “Safe zone” the designated colleague will have a spreadsheet with the following information.
All venue colleagues must wear a face protective visor at all times whilst working in the venue – But, the wearing of a face covering/mask is optional, except for certain activities • All customers & visitors to the venue, should wear a suitable face covering, or mask at all times whilst in the venue o If any customer doesn’t have their own covering/mask, they will be offered a complimentary disposable mask & will be encouraged to wear a covering/mask at all times whilst in the venue .All field based support colleagues (Tech, AMs, Auditors, Security) must wear a face covering/mask at all times whilst in venue.

14. Exemptions to Having to Wear a Face Covering/Mask. The names of the persons they will be exempt will be added to the following spreadsheet:

	Name
	Reason for exemption
	Date
	Signature

	
	
	
	

	
	
	
	


15. We are going to implement ongoing critical control measures. Any company employee we COVID-19 symptoms like high temperature 37.8 C, or more or knew continuous cough or loss of or change in taste or smell must stay at home or go home immediately if this occurs during the working hours.

16. Hand washing :all colleagues must ensure that they carry out ongoing regular effective hand washing with soap and running water for at least 20 seconds .hands must be dried after washing with a clean disposable paper product like for example hand towel or blue roll .if no suitable disposable paper product is available a hot air dryer can be used with caution ,try to avoid splashing .if is not possible or practical to wash your hands with soap and running water UN alcohol meaning 65% based hand sanitizer can be used as an alternative .

17.  We will implement “do not touch your eyes nose or mouth if your hands are not clean” and “always cover your mouth and noise and nose with a tissue or your sleeve (not your hands) when you cough or sneeze, we will operate by “catch it, bin it, kill it”. Always put used issue tissues straight into a covered, hands free pedal operated waste bin, lined with a plastic waste bag.

18. If customers and visitors do not have their own mask/covering, they should be offered a disposable mask.

19. All colleagues and visitors should wherever possible and practicable maintain a distance of 2M from other.

20. Other simple precautions that colleagues can take personally:

carry disposable tissue with you all the time. if you get hold of any small bottles off alcohol base 60% hand sanitizer carry a small amount with you in order to be able to clean your hands when hand washing with soap and water is not possible. Do not share food or snacks from packets or bowls with others. Avoid shaking hands hugging or cheek kissing. Maintain social distancing. All common touchpoints must be clean and sanitize regularly. Particular attention should be paid to switches handles machine screens and buttons handrails desk and countertops keypads. Use sanitizer cleaning products and a clean disposable paper product like blue roll. ensure that all use blue rolls are disposed of into a cover hand free pedal operated bean with the plastic waste bag.
The persons who will perform the project work, will have the skills and knowledge required to do the assignment according to the position description or title and they are: project manager, operational manager, employees, “Safe zone designated colleague” and “Monitoring the risk of taking the Covid officer”.  Each one will perform their one characteristics task with maximum effort and devote to the project. 

“Safe zone designated colleague”: At the beginning of every shift will be designated the persons who in that shift will have this role. The description of this position includes: this person will be designated to monitor the save zone an entry off all customers and visitors to the venue whenever the venue is open. He must wear a face protective visor. He must make sure that the “safe zone” it is set up correctly. He must make sure that the COVID-19 protection procedures outlined below are strictly always adhered to. He must ensure that all customers and visitors to the venue wait in the “safe zone” at the market and signed “please stop here point” until the colleague says that they can enter. Before any customer or visitors can enter the venue the designated colleague must ask them to use the hand sanitizer provided to thoroughly clean their hands .The designated colleague must ask all the customer if they have any of the COVID-19 coronavirus symptoms and if they do then they cannot be allowed to entry to the venue .If the customers or visitors they do not have any mask, the designated colleague has to offer them of face mask or covering and he has to advise them that they have to maintain a distance of two meters from other people so when they would move anywhere in the venue they should as far as possible use any market safe routes to go to the toilet or to the exit or to the smoking area.
“Monitoring the risk of taking the Covid officer”.  Every venue will have one person who will assume this position. This person will have the role to observe if the project it is implemented and to take care that this project will be implemented. Moreover, he will make reports about this and send it to the project manager.

“Operational management” of this project would try where practicable to mark out some safe routes using floor type and physical barriers with the aim of greeting people safely to the toilets exits smoking area without passing too closely to customers playing machines and hence help to maximize social distancing.
“Employees” are all the persons working for this company in any position. All of them have to comply with the characteristics and rules of these project.
“Project manager” has the duty to conduct the project team members, cooperate competently, and inspire other stakeholders (Hardy-Vallee, 2012). The project manager will be Zane Mersih, the person who introduce the idea to create this project.
This project will use the following resources: gear, amenities, facilities, supplies, and funds that we will need to perform the project work. We will use notice signs 5000, new surgical face masks 25000, supplies of sanitizer wipes 25000, sanitizer cleaning spray 15000, a supply of a suitable disposable paper product 50000, infrared thermometer 15000, gloves 15000.Moreover we will use the project management software called “Admiral people”. The budget will be £100.000.
CPM is a network diagramming technique used to predict total project duration. PERT, Program Evaluation and Review Technique, is a network analysis technique used to estimate project duration when there is a high degree of uncertainty about the individual activity duration estimates. 

These two are not very relevant for the project “Minimize the risk of taking the covid”. This mean that we are not going to use this network diagramming technique (CPM) and neither PERT, because our project involves the current situation of global crisis of Coronavirus which it is improbable how long it will last. This is why, our project will start on 17 May 2021 when we will reopen the business and the end date will be 17 May 2022 and we will have a project buffer of 6 months, until 17 February 2023.
Moreover, taking in consideration that our working environment implies working with people, we believe that “Strong leadership” supports projects prosper extra than good PERT charts in relationship with “Working with People Issues”.
The key project management tools and techniques that we will use in your analysis will be Gantt Chart, Agile, and Scrum.
Gantt chart is a presentation of the schedule plan in graph form (Buttrick, 2009). Gantt charts provide a standard format for displaying project schedule information by listing project activities and their corresponding start and finish dates in a calendar format. 

The most important strengths of the Gantt Chart are that are quick and easy to understand (Wilson, 2000), and they are an effective communication tool. The weaknesses of the Gantt Chart are that they are not showing the relationship between the items and they do not show the impacts of delay in activities. The Gantt Chart that we will use it is the following.
Gantt Chart 
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The concept of Agile project management has its roots in 1980 and it was developed in the twenty-first century (Bergmann, and Karwowski, 2019). Agile is a popular concept for organizations which operate in fast changing environments (Karabulut and Ergun, 2018). Companies should adapt to changes, improve themselves and be responsive to customer expectations (Karabulut and Ergun, 2018). Taking in consideration that our company it is adapting to the global crises of coronavirus and the changes that this virus brought to our business environment, Agile fits the best to the project “Minimize the risk of taking the Covid”.
According to Berkum (2009), some Agile methods use planning boards, where story cards for each unit of work are tracked. Other teams use a spreadsheet or database to track who is working on what, and what work items will come next. On this project management we use spreadsheet to monitor who did the cleaning and what cleaning was done. In this way we will be able to monitor if the project it is implemented or no. The spreadsheet that all the members of staff will have to complete every day will be called “COVID-19 venue hourly cleaning log” and it is the following:

	Cleaning
	Time

	
	06:00
	07:00
	08:00
	09:00
	10:00
	11:00
	12:00
	13:00
	14:00
	15:00
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	Sanitary bin
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	infrared thermometer 
	
	
	
	
	
	
	
	
	
	

	all hand sanitizer dispensers 
	
	
	
	
	
	
	
	
	
	

	machines 
	
	
	
	
	
	
	
	
	
	


	Cleaning
	Time

	
	16:00
	17:00
	18:00
	19:00
	20:00
	21:00
	22:00
	23:00

	door handles 
	
	
	
	
	
	
	
	

	light switches 
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	leaning points 
	
	
	
	
	
	
	
	

	lift buttons 
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	Sanitary bin
	
	
	
	
	
	
	
	

	toilets 
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	all hand sanitizer dispensers 
	
	
	
	
	
	
	
	

	machines 
	
	
	
	
	
	
	
	


The concept of a SCRUM depends on a collaboration, a progressing research, taking criticisms, fulfilling client needs consistently, make and improve a yield (Karabulut and Ergun, 2018).
Berkum (2009) states that, SCRUM process advocates a daily standing meeting for status purposes, where only three questions are asked: What have you done since the last meeting? What is blocking you? What will you do by tomorrow's meeting? Daily scrums improve communication and knowledge, promote quick decision-making, prevent other meetings, and identify impediments to development to remove them (Schwaber and Sutherland, 2017). We will use SCRUM daily to help us to evaluate and create new strategies to help us with the implementation of this project.

Controlling the Schedule. On the project “Minimize the risk of taking the Covid” will be using Software to assist in the project application: software for simplifying interaction assistances individuals swap associated data to help implement the project.
 In this project we will use a project management software called “Admiral people”. This will be a system to monitor and control the number of people in the venue at any one time so in this way we will be able to control and not to overpass the maximum number of people including employers, employees and all visitors that can be in a venue at any one time whiles realistically maintaining the required social distancing of 2 M.
It important to use monitoring, recording, and reporting of information, to see if actual performance it is align with the project. In this sense we will practise “Data Analysis”. To do this we will use Reports. Routine reports will be virtual reports, because these reports will be send using the internet. So, every day the duty manager will send the paper report with the cleaning rota, issues encounter in that day, the number of persons entered the venue to the “Monitoring the risk of taking the Covid officer”.  
The communication methods in our project management will be verbal, non-verbal, writing, visual, and listening. Communication is more than message trade however a way that project supervisors produce the justification for a venture (Ziek and Anderson, 2015). All of these communication approaches will be converted into effective project communication methods: electronic mail, video calls, voice calls and meetings.

According to but Rick Robert ‘No one in this company can consider themselves outside the scope and influence of projects.’ In this believe, we use Reflection to analyse if the project runs at was supposed to.
Additionally, we use “Reality checks” every month to see if the implementation schedule it is followed and how we can improve our strategies to achieve the results how we expected at the begin of the project.

Risk management is an activity which fuses affirmation of risk, creating systems to oversee it, a relief of risk using administrative assets (Berg, 2010).

Examples of risk management techniques are Decision Tree Analysis, Expected Monetary Value, Strengths, Weaknesses, Opportunities, and Threats (SWOT) analysis, SWIFT Analysis, and What-if Analysis (Grimaldi; Rafele; Cagliano, 2015).
The risk management techniques that we will use in this project it is SWOT analyses. SWOT analyses is the external and internal analysis of the strategic management process (Gurel, 2017). The project “Minimize the risk of taking the Covid” has the following SWOT analyses. The strengths include the fact that the project will decrease the risk of catching the covid and in this way we will not lose customers because we will provide them a safe environment. The weakness includes that the risk of not taking the virus will be diminish at minimum, but it will still be a chance for the people to take the virus. The threats implicates that the stake holders involved in this project, will not want to comply with the steps and the rules that this project imply. The opportunities are: with the implementation of this project we will be able to evaluate, improve and create other strategies to prevent the virus not to be spread so the persons will be safe and they will not be influenced by the negative outcomes of taking the virus.
The project “Minimize the risk of taking the Covid” will help employees and customers, to feel save and protected because they have the right to have an environment that defend them from them from taking the covid and minimise the risk of taking the covid. Because of these, the company will not loose the customers and in this way the profit of the company will grow. These mean that all the employees will keep their jobs, and, in this way, they will be more motivated to help in achieving the success of this project. Only on the end date of this project, which will be 17 February 2023 (including project buffer of 6 months) will be able to drive some conclusions and we will be proficient to make future recommendations. This project represents the first step in our “battle” against the negative effects and consequences of these virus that changed our live everywhere in the word.
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