[bookmark: _Hlk120304613]



Having chosen your organisation and reviewed the brief scenario above, you are required to produce a 2,500-word project management plan that adheres to a business report structure. Feedback from the presentation must be addressed in your report so as to evaluate the proposed project management plan. You need to apply academic models, methods, and theories to examine and propose a project management plan for a chosen organisation (e.g., Project Life Cycle model).
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EXECUTIVE SUMMARY

In this report we will talk about the development of a new training, using the Project Life Cycle and Project Life Cycle
The aim of this project is to give some updates to the latest rules and requirement needed following the statement of the government, after Covid-19.
We will explain how we got the approval from the management, who are the stakeholders, how to deliver the training, how we found a new venue to have meeting in presence with trainer qualified, risk assessment and an estimate of the cost and analyse it.
After we will focus about the execution and monitoring of the project and have at the end an evaluation of the project with some suggestions and after that the conclusion.
We will attach as appendices some charts that we created to make clearer the project and analysis we have done for it.

Introduction


At the end of 2019 and beginning of 2020 the world had to deal with something new and unexpected, a virus called Covid-19. This virus was spreading so quickly that all the government around the world decided to shut down all the shops that were not considered essential. We have been in lockdown for months and unfortunately a lot of companies did not survive from this period.
Since 2019, I joined the company Pret a manger and when we went to the lockdown my company, as considered not essential, has closed for about 3 months.
The company opened the shops gradually around London and had to adapt the rules required from the government. 
The main requirement the government applied everywhere was social distancing and we had to apply for customers and staff. For example, customers were allowed to come in just with face mask and in extremely limited numbers and it was the same for the work staff.
One of the main objectives for my company was, before Covid-19, to progress and grow up with the company but after that time the company decided to suspend any course for the promotion, and we were all stuck to the position we were for long time.
I will talk in this report about how I suggest and change to provide a new training that can help my company to carry with the courses in different way and still give the opportunity to do promotions of positions.
I will explain the development of a new training and how to provide with the use of the Project Life Cycle.
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Project Scope and Quad Chart


As I already mentioned on the introduction the scope of the project is to develop a new training and focus about how to deliver it to the workers, according to the requirements of the government for the Covid-19. The project is planned to be in place in six months and we will talk later about how we divide the time to ensure we follow the plan.
The main scope is to recreate a new training, creating latest videos with the updates of distancing, sanitation of the workplace and to provide, through trainers qualified, feedback, and proper training.
Other purposes of this development are to reduce the length of training from the current one year to six months and this will help the company to extremely reduce the cost.
The stakeholders in this project are:
the company;
workers;
trainers;
health and safety auditors
and customers.
The aim of the project is to have double qualified workers graduated in one year to compare to the last year. For the company to have double qualified workers graduates is particularly important as these workers can assure that all the rules required, for Covid-19 and H&S, are in places and make sure that cross contamination are reduced to the minimum.
Another aim is saving thousands of hours for the training, as at the moment the company is spending hours for obsoletes and with old rules for training which are basically useless. With this new training we ensure that new rules are applied and watched/practised to all the workers of the company.
Last but not the least the project is aiming to save money reducing the hours for the training and reducing the length of that.
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Develop the new training
Step by step

The first step of the development of a new training is to get the approval from the management of the company. It’s very important first of all to have a presentation to show the main points and especially show what the company will earn after the project is applied.
It’s also important to keep the company updated with the progress of the development to make sure they feel and see how this new training is making the difference and worth it.
The second step is to research online the latest information and rules, after covid-19, to renew the videos and training. At the same time, the third step, is necessary to contract a company of trainers qualified to be able to help the workers and be present with the course they are doing and give the feedbacks when needed.
At this point, during the fourth step, is time to create latest videos to have the opportunity to watch them to learn the new latest standards and new rules and is time to create and a new book to provide to the workers on the training.
The fifth step is to create a website, where is possible to watch the new videos and at the same time is time to looking for a new place where will be placed the Academy so when is required the workers are able to go there and participate for the face to face meeting or First Aid course, respecting always the distance and limited number of participants, due Covid-19.
The last step is the Evaluation, which the stakeholders can evaluate the process and the ending of the development of the new training.
As already mentioned, the plan of to put in place the new training project is six months, and we used the Gantt chart to split the tasks in these 6 months.
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Stakeholders analysis

Once the project is created, is time to thing who are the stakeholders of the project.
Who are the stakeholders?
Stakeholder is whoever can affect and impact the project and influence the good success of the project.
These individuals have a great influence in the project particularly in the aspect of planning, making decisions, implementing, and evaluation. 
We need then, identify and classify them for the important and interest they have on the project, and they could external and internal of the project and company.
In our project we found 4 stakeholders, which are:
· Health and safety auditor. They have a lot of power but not so much interest on the project, they just want to make sure the rules and new standards, after Covid-19, are in place, we plan to communicate every quarter to them through emails and visit.
· Customers. They have low power and low interest as they don’t need to know about the development of the project, but they are just visitors, and we plan to communicate at the end of the project on the website of the company;
· Workers. The workers have high interest and low power because they will follow the new project, but they don’t have the power to decide to follow or not the new training or approve that and we planned to send weekly email and brief them when necessary;
· Company. This stakeholder has high power and high interest as they will decide for the approval of the project, and this can affect the success of that. They have the interest for the success of the project because having workers qualified and proper trained will make sure that everything they do are followed by the law, so they will not have the risk to occur in fines. We planned to communicate with them biweekly as they need to be updated about the project and approve that.
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Risk assessment

Once we set up the plan, the time and the importance of the stakeholders is time to plan the risk assessment.
What is the risk assessment? 
“Risk management is the process of identifying the risks and handling those which are most threatening to the project, so that they don’t become problems” (Moodle website).
[image: ]
We analysed the risk assessment for this project, and we created the chart and the matrix to be prepared to the possibilities of these risks.
Most important for the risk assessment is think that the project could have some creep, unexpected changes, and we classified that as High risk.
Others high risks are lack of communication with the stakeholders, the change (increase or decrease) of the cost of the project.
Medium risks instead we classified the change of the cost of the project, legal action delays (like receive some permission from the council or find and sign the contract for the venue), lack of time for the training (sometimes is not easy to deal with understaff or busy time).
As low risk we classified the extension and application of the time of the project (as long is not taking more than 1-2 months extra than planned).
Another and last risk that we classified as low is to don’t have injury because the training project doesn’t require to use dangerous tools, but just the use of tablets or have meeting in the Academy with trainers or follow a course.

Cost analysis

Now is time to show the cost analysis and how much the company need to pay to make the project works and be live.
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As it shows on the chart the cost total of the project is about of 165 260,00£, which included one year rent local for the academy that would be the major cost for the company.
Other elements that are needed for the realization of the project, and we added on the chart, are, for example, the cost of the meeting, the research of the information needed to create the videos or the contract with trainers provided to have them in the company to training the workers and help them.
Apart from the rent of the local, other significant costs are:
The creation of a new website and also of the new book and tablets to have present in the shops to give to the workers when they need to watch the latest video.
Once everything is projected and the venue found it, is important to refurbish the local according to the need of the company.
As showed previously on the risk assessment we planned as medium risk that probability of change of the cost of the project.
We planned as medium risk because we thought that some elements could have higher prices, like to buy the tablet or the price of the venue or the cost of the trainers.
It’s important to have a budget and to know our maximum allowance available to use when we planned the project.
Evaluation

Following the Project Life Cycle, we did the first two steps which are “initiation” and “planning” is arriving the moment for the “execution,” “monitoring and controlling.”
In this moment is important to put in action the execution and monitoring.
We decided to monitor the new training for 6 months after the new launch to understand and get feedbacks so we can improve where we may have some lacks. After these six months we got feedback from all the stakeholders, and we collected them.
From the workers received a lot of good feedback like more concise themes, clearer and finally have video updated to the latest rules and standards so for example the workers don’t want to waste their time for watching things that are not in place anymore.
The auditor of health and safety was impressed from the improvement we had in these periods to apply the rules and make sure everyone, from every position, understand and follow them.
Although the cost was just a bit higher than the budget (around 20000£ extra due the venue’s cost), the company was still happy with the new training as it feels that they have care of the standards and requirements that the government ask to apply according to the Covid-19 which before wasn’t present in the old videos and training.
The negative feedback we received is that training sometimes is not applicable due to the lack of time available for the workers, as the shops are busier than usual and sometimes unfortunately, they are under staff, so they are not able to follow the training program.
For this reason, with the agreement of the company we decided after 6 months monitoring the project to extend the time from 6 to 8 months to make feel, especially the workers, to have less pressure that they already could have due the workplace.



Conclusion

[image: ]In conclusion, this project was appreciated, in general, from all the stakeholders as was important for everyone to update the rules to make sure the company is following the requirements, apply them, and make feel the customers and workers safe.
We already mentioned on the evaluation that we decided to extend the time of the training from 6 to 8 months to allow the workers to be able to follow in the proper manner the training and make sure they understand the contents that are on it.
Following the iron’s triangle, we can say that we put in the middle the scope, and we focused on that, and we reached to that because we planned with details the cost and the time to give the right quality to the project.
We reached to the closure of the project life cycle, and we are able to say that our project reached the aim we have fixed in the beginning, and this is our triumph.
We hope this reading was appreciated.
Thanks for the attention.
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RISK ASSESSMENT
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RISK ASSESSMENT – MATRIX
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COST ANALYSIS
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WBS – WORK BREAKDOWN STRUCTURE[image: ]
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__ PROBABILITY IMPACT SEVERITY DESCRIPTION

Project creep -- High Unexpected changes on the project

2 Lack of communication -- High Stakeholders need to keep updated.

3 Cost of the project High Variance of the cost of the project
can affter the success of the
project.

4 Legal action delays Medium Medlum Document required can impact the
lenght of the project

5 Lack of Time for training Medium Medlum Medium Not enough time to follow training
due busy time and understaff

6 Extension of time for the Medium Low Low

project

7 No injury Low Low Low Not use of dangerous tools.
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Breakdown Description WBS Code
Deliverable 1 Get approval from management. 1.0
Project need to be ready to be present
to the management and get approval
WP1 Build a new case 1.1
Make a presentation 1.1.1
WP2 Request meeting 1.2
Send email with updates 1.2.1
Deliverable 2 Developing a new program training. 2.0
Search and find the latest information
after covid-19 about training.
Research online 2.1
Get material from trainer providers 2.2
Compare information 2.3
Prepare training pathway 24
Deliverable 3 Recruit trainers. 3.0
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Recruit through recruitment centre 3.3
Deliverable 4 Deliver training. 4.0
How to provide the training and which
resources the employees will have.
Create a new book pathway 4.1
Online Videos 4.2
Request meeting with trainer 4.3
get feedback 4.3.1
Deliverable 5 Venue. 5.0
Searching a find a new location for
recruitment centre and creation of new
webiste.
Online 5.1
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Academy 5.2
Searching online and with agents a 5.2.1
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*¢Update information included
on the training (after Covid-19)
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