
Name the problem you are solving: Increase in Customer Complaints: Bakery staff are unable to provide correct answers to customers’ queries regarding the ingredients in their baked goods.
Name the solution you are providing: In-person Staff Training session.
	
	Task
	What (does this involve)
	When
	Who
	Done

	1
	Identify what training is needed.
	Provide bakery staff with a questionnaire to assess their level of knowledge of the ingredients in the bakery goods.
	1st Oct. 2025  – 8th Oct. 2025

(7 days)
	Bakery Manager
	Questionnaire results analysed.
Training outcomes determined.

	2
	Organise the resources needed to deliver the training session.
	Bakery Manager to provide the training and prepare training materials. 
Store manager to book room (off site) for training session. 
	14th Oct. 2025 - 18th Oct. 2025

(4 days)
	Bakery Manager
Store Manager
	Training material printed/available.
Room booking confirmed.

	3
	Communicate Staff Training details to the required staff.
	Email staff training schedule and details to the required staff.
	18th Oct. 2025 – 20th Oct. 2025

(2 days)
	Bakery Manager
	Required staff to reply and confirm their attendance.

	4
	Deliver Staff Training session.
	Training delivered by the Bakery Manager
	27th Oct. 2025

(3 hours)
	Bakery Manager
	Content delivered addresses the required training outcomes.

	5
	Evaluate Staff Training session.
	Bakery Staff complete an online Staff Training Evaluation questionnaire and provide feedback on the training session.
	27th Oct. 2025

(15 minutes)
	Store Manager
IT Dept.
	The Store Manager evaluates the questionnaire responses and produces a report on the effectiveness of the training session.



