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1. [bookmark: _Executive_Summary]Executive Summary

The sudden impact of Covid-19 prompted essential food organisations to act with immediate effect, ensuring all its staff, employees and members of the public were safe and protected in the operation of services. 
A project manager was assigned to manage and lead a project management team, to assist with the planning and communication of returning to work post Covid-19. To execute this smoothly, a high-level of PMI knowledge and skills, including the use of tools and techniques was required. A completed stakeholder analysis, identified Eggfree Cake Box’s most important to least important stakeholders, to ensure that they are being included with the planning process via the appropriate form of communication. Additionally, we use the QUAD chart tool to give a brief breakdown on the project’s purpose, customers, desired outcome and how we will measure the success of this project. To ensure that the project management team gets the resources required to complete the deliverables of the project and have the budget approved, it is important that a project scope and work breakdown structure is created to outline the exact plan, duration and time-frame to achieve the overall goal. 
Due to the nature of the organisation and operation of services, the project will need to be risk assessed. A risk assessment document can be produced after using the Ishikawa tool to look at the cause and effects of contracting and spreading the coronavirus. Overall, all information will be inputted into a Gantt’s chart to allow each team member access to tracking and ensuring that they are on task and on time with deliverables whilst staying within budget. Should any delays or setbacks occur, all of these documents can be used to make adjustments accordingly, as well as inform the board of directors of changes.



1.1. [bookmark: _Introduction]Introduction

In this report, we will be looking at Britain's leading cake franchise, Eggfree Cake Box. This organisation was founded in 2018 by Chief Executive Officer Sukh Chamdal, who set off with a mission to serve the UK market with scrumptious celebration cakes, with an eggfree recipe. The organisation is now operating around 157 franchise stores and expanding by implementing kiosks in supermarkets and shopping centres. 
The pandemic impacted on business and individuals worldwide, and despite the sudden disruption towards the end of their financial year (March 2020,) Cake Box continued to increase revenue by 11% from £16.9m to £18.7m. The brand immediately put planning into place so that they can continue to fulfil orders pending before the Pandemic, as well as generate new orders. This meant that Cake Box required a strategic plan to get employees back to work and franchises open, taking into account all Government and NHS health and safety guidelines as well as new and updated guidelines provided by the Food Standards Agency (FSA.) Additionally, there was no doubt that some employees will be reluctant to return to work, having developed physical, emotional and mental health since the lockdown. This would also impact on workplace relationships, when the contrast in views and opinions amongst staff and employees become a topic of discussion.

In the first section of this report, we will look at the plan of action that needs to be implemented through developing a project plan that is required for management to return employees to work effective immediately. 
To do this we will create a Project Scope to identify the connection between the objective and the action required to obtain it. A Stakeholder Analysis will be completed to identify the key individuals that are required for this project planning process, so that we can have guaranteed involvement and commitment, to avoid any disruptions that could have an adverse impact or cause delays on obtaining the main goal within the desired deadline.
We will use the Mind Map tool to detail all the necessary requirements for the Project Plan to ensure development and completion, which we will then use to create a WBS chart that shows the breakdown. In addition, we will create a QUAD Chart to visually summarise the important stages of the project.

The second section of this report will focus on Risk Management. The Ishikawa Theory Diagram also known as the Cause and Effect Analysis, will be used to discover any risks that may occur in the project plan. We can then use this theory to identify what may cause these risks, the possible impact and what precaution can be applied to prevent these risks as best as possible. Additionally, we will conduct a risk assessment as this organisation will now have to look at food safety and hygiene as well as the health and safety of employees and customers even more closely than we did prior Covid-19.

The third section of this report is where we can now start to analyse and outline the way in which the Project Management Team will now decide on a timeline for this project, which will also include details of assigned roles, resources needed, order and time assigned for each tasks by creating a Project Schedule. We will reflect this Project Schedule in a Gantt Chart, which will be clearly defined to ensure the team stays efficient.



2. [bookmark: _Project_Management]Project Management
According to (teamgantt, 2022), the purpose of project management is to structure a process, inclusive of planning, documentation, tracking and communication, to achieve a valuable goal or complete deliverables. A project manager will lead a team who they will communicate and assign to tasks based on knowledge, skills, tools and techniques. This will assist with completing deliverables successfully within the set timescale, in alignment with the project scope and set project budget.

The project manager is responsible for delivering a valuable outcome at the interest of the stakeholders. The aim is to create a project scope that highlights the steps required to achieve a successful return back to the workplace post Covid-19, from start to finish. It is possible that throughout this process there will be updates from the Government, NHS & FSA that may enforce immediate adjustments, and we will need to follow these guidelines by law. Additionally, staff who are a part of the project team can still contract the coronavirus and have to be removed from their assigned task. This will mean delays, causing deadlines to be missed. Sufficient communication, tracking and monitoring of the project will allow us to make adjustments as and when, ensuring that we complete deliverables to the best of our ability, within the time constraint.

2.1. Stakeholder Analysis

Our stakeholder analysis enabled us to identify our stakeholders and prioritise their level of importance in managing our relationships with them. The process and outcome of this project could have a heavy impact on our stakeholders, whether positively or negatively. It is therefore imperative that we communicate and discuss our project plan and gather any relevant information and concerns they may have, to ensure that we keep them engaged. We will do this by developing a strategic plan of action to best complete this project in the most effective and efficient way, so that stakeholders at all levels stay invested in the organisation. Throughout the duration the project will be monitored and reviewed before final approval, this will allow for any updates, last minute changes or proposals, based on internal and external instructions in regard to Covid-19.

Appendix A

2.2. [bookmark: _QUAD_Chart]QUAD Chart

The QUAD Chart is a useful tool for project managers in planning and communication. This chart is made up of four quadrants, each quadrant providing a brief summary on the various focus points imperative to the organisation. As the chart clearly outlines and gives clarity on the planning process, this will allow for any required changes, raised concerns and proposals to be brought forward within the project management team.

We created a QUAD Chart for this project outlining the purpose-aims/objectives, customer focus, desired/end result and how we plan to measure the success of this project after completion. This will be very useful, as Covid-19 restrictions are currently unpredictable and still impacting on many businesses, therefore we may need to adjust our plans throughout the process depending on Government/NHS guideline updates.
Appendix B


2.3. [bookmark: _Work_Breakdown_Structure]Work Breakdown Structure

Breaking work into smaller tasks is a common productivity technique used to make the work more manageable and approachable. For projects, the Work Breakdown Structure (WBS) is the tool that utilizes this technique and is one of the most important project management documents. It singlehandedly integrates scope, cost and schedule baselines ensuring that project plans are in alignment. (Work Breakdown Structure, 2022)
We created a work breakdown structure chart to provide a detailed process of the project for management. This outlines all tasks that intend to be carried out in each phase, as well as an estimated budget.
Appendix C

2.4. [bookmark: _Project_Scope]Project Scope

A project scope is a document created to show a breakdown of the planning, process, team, budget and time required to achieve the goal of the project. It creates a foundation for the process, allowing the project management team to stay on track with task, as well as make adjustments if needed. Additionally, this document highlights whether resources are required as well as any other expenses needed to complete deliverables. Due dates on phases/milestones, allow for outsourced materials, contractors etc. to be ordered/booked in so that tasks are completed within set time-frame.

The project scope we created is a clear outline of the structure breakdown for returning to work post Covid-19. We will propose this scope to the board of directors as well as the health and safety manager, to discuss the budget, any concerns and planning before getting complete approval to start the process. Additionally, more meeting will be arranged throughout the process at each milestone of the project and if needed, urgent meetings will be arranged to review and discuss any concerns or guidelines moving forward. 
Appendix D


3. [bookmark: _Ishikawa_Diagram]Ishikawa Diagram

Ishikawa diagrams are sometimes referred to as fish bone diagrams, herringbone diagrams, cause-and-effect diagrams, or Fishikawa. They are causal diagrams created by Kaoru Ishikawa to show the causes of a specific event. They resemble a fish skeleton, with the "ribs" representing the causes of an event and the final outcome appearing at the head of the skeleton. The purpose of the Ishikawa diagram is to allow management to determine which issues have to be addressed in order to gain or avoid a particular event. (Hayes, 2021)

We used the Ishikawa Diagram to look at the risks of contracting/spreading the coronavirus upon returning to work. The main concerns/causes for the potential risks were the environment, the people, managing the risks, training and development and equipment. Due to so many rapid changes throughout the pandemic, many immediate adjustments have been made due to the impact on organisations as well as individuals. Some of this includes, shipping delays, loss of suppliers, mental and emotional health issues etc. Most importantly, we have to be mindful that the virus is still active and spreading therefore, government and NHS guidelines and restrictions could get updated suddenly with very little warning. This means that any plans we have to re-open stores, get staff back into work etc. could get disrupted and along the way we may have to adjust and extend the plans we have. So with this diagram, we will be able to focus on any potential issues and put appropriate measures in place to best prevent/lower the intensity of any further problems.
Appendix E

3.1. [bookmark: _Risk_Assessment]Risk Assessment

According to (PCS, 2022), Risk assessments are imperative for the safeguarding of staff/employees upon returning to work post Covid-19, to eliminate any potential hazards in the workplace. 

While remote working from home is an option, many staff are ready to return to the workplace even if part-time. However, there are many who have developed health issues, childcare issues, work related stress and other symptoms of Covid-19 that may have had an impact, in which they will now require reasonable adjustments. 

We carried out a risk assessment for this project plan to ensure that we have assessed all workspaces post Covid-19 including the distributions centre where the cakes are manufactured, the franchise stores and the head office. Additionally, any new procedures and guidelines that are required in regard to how staff/employees are doing their jobs, to avoid further contracting/spreading of the coronavirus.
Appendix F


4. [bookmark: _Gantt_Chart]Gantt Chart

The purpose of a gantt chart is to equip you with the tools you need to oversee every aspect of your project. You can use a gantt chart to schedule, assign, and track project tasks from kickoff to completion. Its horizontal structure makes it easy to see how work stacks up over time so you can actively monitor progress along the way. (Gilmore, 2016)

With the Government and NHS updates regularly changing based on the threat of the coronavirus during this time, it is important that we created a Gantt chart for this project. We set a foundation for our plan, ensuring that we allow regular meetings to review and make adjustments in alignment with any changes that are demanded from the Government/NHS. We are aware that we may exceed our budget, or may not even reach our budget but being able to monitor our progress throughout will help the project management team to stay on top of their tasks.
Appendix G
Appendix H



5. [bookmark: _Conclusion]Conclusion

The PMI tools and techniques used to get a clear breakdown of all things that needed to be considered throughout this process, helped to simplify a clear project scope and specific deliverables to be completed. Each task was assigned to the appropriate staff member, regular meetings to monitor and review the process were scheduled, and although we went slightly over budget, this was due to wholesale prices increasing. There were also some delays on a few deliverables due to project team members contracting the virus and going off sick, this meant that other staff had to be assigned to complete the task instead. All the risks of Returning to work post Covid-19 were closely analysed and we used our knowledge and tools to identify ways to control and manage the safety of staff and employees effectively.
As statistics continue to fluctuate in terms of the Coronavirus spread, Eggfree Cake Box is uncertain on plans moving forward but continue to use project management to plan for every 6months ahead, in alignment with the Government/NHS guidelines as well as the FSA guidelines. 
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Gantt’s Chart
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Appendix H

Gantt’s Chart Calendar

[image: C:\Users\telet\OneDrive\Documents\Screenshot 02-05-2022 021259.jpg]


Appendix H (Continued)
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(CDC, 2020)

The re-opening of head office is essential, as the senior management team will need to discuss plans moving forward. This is still a risk of contracting and spreading the virus and health and safety as well as hygiene measures will need to be implemented with immediate effect. Additionally, there is always the provision of some staff working from home if it can be helped and redevelopment plans in the office will be necessary for social distancing rules to be implemented. Delays in the project planning is to be expected, as nobody is exempt from contracting the virus or being effected by the impact of the virus in other ways. Once all Government, NHS and FSA guidelines have been implemented, managers have been trained and updated, we will not proceed with re-opening the distribution centres and selected stores. The stores to re-open has to be considered carefully, as to implement a new layout and social distancing rules will require a large enough space. 
[image: ]
(SOM, 2021)
One of the core focuses in this project is making sure staff and employees are fit and happy enough to return to work, it will be unlawful to force any individual to return to work before they are ready. Setting up and providing counselling for staff and employees onsite with the aim to create a safe space and reduce fear, will be a provision available to those returning to work and those preparing for return. 
Ensuring that all health and safety as well as hygiene guidelines are being implemented and followed, will allow for those returning to work to feel comfortable and safe in the environment. However, we must consider the adverse effects, as some members of staff and employees’ views on Covid-19 may be objective to the majority based on their religion or beliefs, causing a breakdown in work relationships and affecting the workplace culture. Some individuals may be exempt from wearing PPE and have medically approved confirmation, whilst some individuals are vulnerable and be worried about working with anyone not wearing PPE. The risk assessment report and Ishikawa Diagram tool gives us awareness and solutions on how to best manage and control these issues.
Additionally, the HR Manager will be available to provide any necessary support to staff and employees who may need it. This can be financially, travel, childcare etc.
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Sukh Chamdal (Eggfree Cake Box, 2019) said, that the reflection of financial and operational growth in the 2019 report, gives him great confidence that plans for the year ahead will produce further growth. As well investing capital into two new production and distribution facilities, investments are being made to improve production methods, technology efficiency and current recipes. Customer service training for frontline staff and franchisee’s is ongoing and continues to be an investment for the organisation. Additionally, the purchase of new baking equipment is allowing for higher produce and gives power to command better prices, as our buying power continuously increases. Plans for opening more stores and trials for standalone kiosks in shopping centres are also on the way.
The operational highlights are reflection of the bands credibility and growing buzz on Britain’s high streets. The only plans for the year ahead is to continue doing what they do best and increasing accessibility, sales and revenue.
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Every industry in the world expects to see how the COVID-19 outbreak will affect the manufacturing industry, and the food industry is no different from other industries. However, the difference in the food industry from other industries is to produce products that are essential for daily life. (Oxford Academic - Food Quality and Safety, 2020)
Based on the organisations operational highlights for the previous year, it’s imperative that business continues to operate its services, keep customers engaged and gain new customers. It is predicted that individuals will now start to operate food businesses from home and use self-delivery or collection service, if not Third-Party delivery services. Although on smaller scale, small dessert businesses have the power to weaken our customer base, especially through social media advertising and engagement. Now we will need to look at new digital marketing strategies to stay relevant and boost sales, at the least we are predicting at least a 20% increase in online sales and a 10% increase in revenue.
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The QUAD Chart shows a brief but clear break down on the purpose of this project. We aim to focus on returning to the work place safely and in alignment with the Government, NHS and FSA guidelines as an organisation in the food industry. It’s imperative that all staff and employees are heavily taken into consideration, to ensure that this outcome is successful and beneficial to everyone involved, including our stakeholders. A clear understanding of what is expected of us as an organisation in this current pandemic, will assist us with implementing the appropriate measures and redevelopments to continue to operate as a high street business. Research in digital marketing and how we can further develop our online sales will be imperative in this process, as we get ready to operate solely as a click & collect service and implement a Third-Party delivery service until further notice from the Government, NHS and FSA. In hope that this project is successful, upon reviewing the process, the annual 2020 report will reflect the organisations success.
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It will be the Project Manager’s responsibility to manage the team and ensure that everyone is clear on their assigned tasks so that they can complete their deliverables within the set time-frame. Everyone involved will have access to the project planning via the Gantt Chart, allowing them to stay on task and get any relevant information if and when required. Due to the risk of contracting and spreading the coronavirus, it is important that all staff attending project management meetings, are wearing face masks coverings at all times. Those who are exempt will be provided with a MS Teams video link to join the meeting remotely from their office. Additionally, should any staff members contract the virus or come into contact with anyone who has, they will have to self-isolate. Remote working from home will be permitted. It is to be expected that communication can breakdown throughout this process, so it is advised that extra consideration and communication is had, to keep the team informed and adjustments can be made immediately.

Teletha Duberry	1917189	Assignment 1 Term 2
image3.png
Eggfree Cake Box — Return to Work Post Covid-19 2020

| easez |

| PHASES3 J

\
| PHASE4

Task 4 TASKS TASKS TASKT TasK S Tasks TAsK 10 TasK 11
e Re-open of
Health & Satety Monitor & Store Distribution | Full Operation
Empioyee REDM o) Review Completion e Centres & the Plans
selected Stores
- 51 61 2 o1 01 101 11
Banners, Mestngtoreview | Completed
A Store tto posters & mail orogress & buiding workin Gy onig Staggerd Retun
T open - checks drops discuss any Efreatia equipment Senvice in of staffto Head
e distrbuton concems agreed et operation o=
a2 s2 o2 2 52 52 iz iz
i e ’ Cieang any s
recruitment scheduled UEEEs costspayments | Franchisee's to Order PPE & Click & Staggered Re-
days with training with relevant vith arrange buiding ‘sanitizing Collect Opening of
fanchsee's | fanchisee's fomaton suplersconiact | ks omoval matenils Service S
o5 73 (5 53 03 s
S Reow o Franchiseeto | Complete food, ThirgPary | Staggered Retum
\mede, compl doatulsiore | packaging & Delivery o Enpoyess o
"'pm"em F Health & Safety clean ready for miscellaneous Stores
Audit in stores. ‘operation delivery e
os 04 e
2 Depending on
Signage and Crcaloners | o 13 pdoies
turn — —Full tion
Displays ready ) e
:k:irk' 5533 300 Lo Mol
udget: £6,300 Budget: £10,000 Budget: £7,500
— — - = =

l 'WORK: 100% BUDGET: £30,800




image4.jpeg
<Project Name>

Company | Proiect No. Przsss

Address Fm— 130412020
Date
Phone Stakenoders  [EUNE

Emai

Project Description

“The objactve i t implament new Governmant and NHS guidelines and FSA guidelings i the
rehouses and franchise stores, i ensure we are aking extra measures in xeroising high
ety and nyciane of our St customers and prouct

Project Objective

To Implament Covid-19 Government snd NHS guidslines, o5 well 35 FSA guidelines

Head Off, Disribution Cnters and Franchisee Stores.

R —

+ Reopen of Hesd Offce - workplace On Track
resiructure to sdnere to socis distancing.  Duration: 2 Weeks
+ Masting - Health and Safety Manager. HR &
Directos o ciscuss lens for continuing to
operate sanvices, buiding work ranchise
training dstes et
+ Govid-10 mitgations for workplace Laters
Flowtesting - sick employess (shorttzm

andtong

farm), new procedures,new work

System. ramote working




image5.jpeg
‘Complying with Govemments Furlough —Ws.
TeamsRemots Working

Counsaling supportfor Stff and Employees.

StaftEmployes Updstes - Informing saff of
new implementatons via leteramai
documantation, inluding the new
compulsary work system.

Recrutment Flanring

REDM Heslth and Safaty checks
Seheduled rsining

Marketing - Prining and distibution of
banners, posters. mail drops o stores
Socisl mesia mrketng and promotion
Websits pdstes — relevant infomation snd

new festures.

Maritor and review  Disouss progress snd

ny concems, clea any fins paymens.
RN - hesth and ssfety sudt

Complated buiking work shecks.
Franchises - rubbish removal

Store clesn and it for business aparation

Signage and dipleys complste
Order sny required stock - FPE, Cleaning
and sanitzing ecuipment. food snd

miscelisnaous etc.

Online sarvi infull peration
Reopen of isrbuton Centers & Selected
Franchise St
Third Pary Delvery Actiates

Selactad Emplyes

Click & Cact Servios &

(Crtist)based on ob
oles o retum - TB by Mansgement
Staggered Retums of Employees

Staggered Reopening's of Sores

OnTrack
Duration: 1 Week

AtRisk
Duration: TBD

(In lignment with
Government

Instructions)

On Hold
Duration: TBD

(In lignment with
Government

Instructions)




image6.png
R . Gepencing on Covic-10 updstes — Ful On Hold

Retum to Work with requied Heslth, Safety

and Hygiene messures

Responsible, Approver, Contributors, Informed

PSRN rject anager, Ghist Operatons Manager (GO0

Approvals. Manager, COO, GFO, GEO Bosrd of Diectors

JERNSNWRRNY .. & Safety hianager, Site Operatr

' Manager, Werehouse Managers,

Frocursment Team, Logstos Team, Frocuction Team

RSSPRN coan of Directors; Franchisess

Final Approval
oo 10104120
cro 170420
ceo 170420

Project Budget

ectimated Bucget [

Final Budget + Finsl costof ente project - £33,573.60

CIPMPORROMME . ... et put the roject= budge s sk - Reduction n
income dus t lockdown; Loss offoofl f shaps: Loss of

employmant by some consumers, Loss

ofsome saffto il
[

[ R——" o Intisl astmate of project hours : 80 hours

Total Hours « Finsltots hours used : 120 hours




image7.png
ISHIKAWA METHOD |

| wanscinorisks PeoRLE ENVIRONMENT

RBDM H&S Checks Tested positive within

Lateral Flow Testing « the last 2 vieeks

No obvious/unrecognised

‘Social Distancing symptoms

| StafiEmployee
_ Bereavement

Stafflemployee shortage «
—
PPE Exemption
— >
Lack of Social distancing

Training & guidance <«

Breakdown in stafflemployee

Contact ree ciick & collect <«
relationships

Govemment/NHS guidelines .
Complance
Reporting symptoms

Mental/Emotional

reskdown nworplce clure
v Hentn o

Lack of space to allow
for social distancing

>
Inabily to adhere to Covid-19

Govemment/NHS guidelines
5>

Cleaning Equipment Shortage
> Suppler Issues

. Reduced Cleaning Schedule

Work Structure - Store Layouts,
stafilemployee retum

ack of medical knowledge - Covid-19

e Drivers - distribution/deliveries

— >

Unaware of noticeable symptoms

— Supplier Contact

Management Skills

. Thirc-party delvery crivers
e

Isolation procedures Contractors on-site

<

Remote Training Sessions Click & Collect Sevice
- dsenies.

TRAINING & DEVELOPMENT EXTERNAL EQUIPMENT

. Lateral Flow Tests shortage

Loss of suppliers
‘Sourcing new suppliers

. Delays i receiving goods —

shipping issues

> PPE Shortage




image8.png
COVID-19 RISK ASSESSMENT FORM

RISK TYPE seictone

Financial

Leg  Contractual

Reputstion | Customer Reltions

Resources.
4| perstionsl
otner:
RISK DESCRIPTION

MediumiHigh s of Coniracting and Spreading of he Coronavks, resulingn staffamployee fiess bt shor-
‘long term.

SOURCE OF RISK

+ Coming info contact wth ihers who may not be showing symptoms of the virus — stafemployees,
contractors, customers,vsfors o

Lowleva o hygiens — not sanitzing workspsces, insgular hand wasting et

Not compling with government/NHS guidelnes — socisl ditancing, one way in one way outetc.

Exempt fom FPE

No LaterslFlow Testng

PERSON(S) IMPAGTED creceanatazpy
4 | Customers Gt

4 | Employees

4| Contractors:

4 Puic

RISK IMPACT sesctone

NOT SIGNIFICANT | Neglighlenuries nct needing medical veatmet

MiNoR Minor s causing emporay impaiment nesing medical reaiment
4 MoDERATE Hiness sndior juryrequiig hospislzston
MAJR Hiness ncior juyresuing inpermanentmpsiment

severe Fasity




image9.png
RISK PROBABILITY seiecons
HIGHLY UNLIKELY | Rarechance ofan acourence

UNLIKELY. Not ey t ocou undernormal crcumstances
FossiBLE May ocou atsome eint undernormal crcumstances
ukeLy Expecta to cecur st some pontntme

4| HIGHLY LIKELY | Expacted 1o occur reguiay undar ol icumsances.

RISK SEVERITY MATRIX zssean iz

WPACT x NoT
AT SomSlar | MNOR MODERATE | MAJOR SeveRE

s rossoy Leves

HIGHLY UNLIKELY
UNLKELY
PossELE
LKeLY

HIGHLY LIKELY

RISK SEVERITY LEVEL sesct camssponang Severty Ll o st svove ssed e gt sn0 Procsoty

CURRENT CONTROL MEASURES

StafEmployes Srisfng
erE

Reporing symptoms

(Canfirmaton - stafemployee not baen n cantact with nyon who has tested positve witin th last
2wesis

FURTHER ACTION NEEDED? ssscrane
4 ves
no




image10.png
Hestn Risk Assesamants

Signage & Disiays - GuideinesNotces fo Covid-10

‘Counseling - Supportfor Saf post Covi-10

Remote Workng - St soston

Incressed lvel of Hygiene - leaning & Sanifzing Aeas
mor reguiay

o

ments Futaugn

New Offce/Sora Layout 1 accommoste social distance
el

Perspex Screens for ygiens purpose

‘Contactree lck and coliect

Laters Flow Testing

Daily tempersture checks

REMARKS

Heatn & Saety

varkeing

w”

cE0c00HR

Heatn & Saety

cE0c00HR

Management

Heait & Sataty

C00, Heaitn &
Satety

Heait & Sataty

Heait & Sataty

14042020

240420

13042020

13042020

13042020

13042020

13042020

Ta042020

20042020

oaaz020

InProgress

To0o

To0o

To0o

To0o

To0o

+ Reguiar meetings — to inform and raview sll mansgement of sny stafemployees that have.

contractad the vivs

« Someone to be sssigned to the monioring of Covid-10 guidelnes inthe werkplaces
« Recritment Days t be scheduied - due o short o

loss of sttt




image11.jpeg
@
@
a
«
s
s
@
@
o
50
5
=2
53

| PHASE 4 - 1 Distribution Centres & Selected Store...
Oniine Order Servce Actvation
Clck & Cotct Service Activation
“Thir Party Delvery Service Activtion
(Crtica Werters (Confirmed By Management) o

Meeting - Review & Discuss plans for fll operat..
Staggered Retum - Exra Staf/Employees to Ret..

‘Staggered Re-Open - More Store to be Re-open...
‘Staggered Retum - More Employees to Retum to..
New task

New task

Meeting - Review Curment Operation, diecuss a fi...

§884

F]
®

§8it

§

08/06/2020 09/06/2020 2 days.

080812020
080812020
080812020
0910672020

10812020
190872020

200812020

1245318

120800
£413520
£708398

ToDo
Tobo
Tobo
Tobo
Tobo
Tobo
Tobo
Tobo
Tobo
Tobo
Tobo
Tobo
Tobo




image12.jpeg
Return to Work - Post Covid-19 @

@48

AL TASKNAME

|55 PHASE 1 1. Hoad Office & Distribution Contros.
Exccutive Drectors/HES ManagerHR Retum to
Lateral Flow Testing -Management/HR
Meeting - Discuss New Offce & Sore Layouts, R.
‘Assign Buling Work to Contractors - Pay Deposit
Review Suppier Orders & Issues.
EEXSET—
Crtica Staff 1 Return o Offce & Distrbuton Ce..
Latera Fow Testing for Staff
implement Remote Workingfor Frtough St
implement Counsaling Supportfor SaffEmpioy...

Meeting - Seected Stres to Re-open, Cick &C...
Meeiing - Buding Work Start Dates
Meing - Franchisoe Taining Dates - Expenses.
‘Ordr - Updated Promotion, Government/NHS &
[EIPHASE 21 Staft/Employeo Updatos.
Disrbute Information on new Government/NHS
Meeting - Recnutment Day Dates, Remote Interv..
592, RBDM Hoaltn & Satety.
Inspections - Selected Stores Checked to Appro...
REDM Health & Safety Management to Atend Fr.
56 Marketing
Design &Print New Banners, Posters ot
Disrbution of Banners, Posters & Ml Drops:
‘Website Update with New & Relevant Information
Socil Media Content - Marketing & Promotions
|55 PHASE 3- 1. Monitor & Review
Meeiing - Review Progres, ssue New Informatio...
utstanding Balances Cleared - Supplers/Contra...
REDM - Complete Health & Safety Aud n Stores.

Buiding Work Completed by Schoduled End Date.
Store Rubbish Removai - Buikding Work.

Full Store Clean - Ready for Operatig Services
Signage & Dispiay Ready

@ [ TAD x

PLANNED . PLANNED
1310472020
1340472020

[E]

ASSIGNED. PERC.
100%
00%

TN o
[,

R o
S
I

=
e
e

00%

gggim%'mﬁl

0%
00%
00%
00%
100%
100%
100%
100%
100%
100%
100%
00%.
00%
0%
00%
100%
100%
00%
0%
100%
0%
0%
00%
00%
100%
0%
100%
100%

PRORITY  DURAT... PLANNE.

[ TY
R

§
i
B
£

!
i
5

:

!
Ll

TEQ dhe | 0wY - &

ACTUALS.
13/0472020
1310412020
13/0412020
/0472020
15/0412020
1510412020
2010412020
2010472020
2010472020
2010472020
271042020
2210412020
220042020
230472020
241042020
2410472020
2710412020
271042020
200472020
0610572020
080572020
110812020

110812020
/0512020

1810572020
1810572020

021082020

0510672020

0810812020

ACTUALF.
1510472020
1310412020
1410412020
1510472020
1510472020
1510472020
051052020
20042020
20042020
220042020
osj0s/2020
280412020
220042020
230472020
20042020
280412020

280412020

18/05/2020
180572020
230512020

080812020
/0812020

o3/08/2020
osj0812020
0510812020

0510812020
osj0812020
0810812020

At
adays
10ay
2daps
200y
10y
10y
120ays
10ay
10ay
3days
7days
Sdays
10ay
1aay
10ay
3days
adays
202y
sy
7days
3days
adays
10days.
3days
200y
sy
Sdays
tadays
1aay
10ay
3days
Sdays
10ay
2daps
2daps
10ay
adays
3days
3days
1day

ACTUAL
£320750

£52000

£268750

£208780

£24650

334867

e189219

£537500

145000

£200499
£148090

MILESTONE

CoMPLETE

staTUS E

Tobo
Tobo
Tobo
Tobo
Tobo
Tobo
Tobo
Tobo
Tobo
Tobo
Tobo
Tobo
Tobo
Tobo
Tobo
Tobo
Tobo
Tobo
Tobo
Tobo
Tobo
Tobo
Tobo
Tobo
Tobo
Tobo




image13.jpeg
Return to Work - Post Covid-19 @

MoNDAY

'

WEDNESDAY

TUESDAY

o

(J

April ~
THURSDAY

2020 ~ O
FroaY saruRoAY

SuNDAY

v





image14.jpeg
2aaysieninvel [N © <

o

o
Y
i

Return to Work - Post Covid-19 @
O May~| 2020 *| O
uonDY TuEsoay WeonEsDAY THuRsoRy DAY saruoay sunoay
o





image15.jpeg
Return to Work - Post Covid-19

o

0

x

O | June -

o5

Signage & Dis

2aysieninviol [[NNEE ©

Y

190





image16.jpeg
s v B D 2dayseftintrial [JUTTNEN  ©

Return to Work - Post Covid-19 @

© september ¥ 2020 ~ O N =
VoNDAY TUESDAY WEDNESOAY THURSDAY FrioAY saTuRDAY sunoay
o o o o

ggered Return - More Emp

Full Operation P





image17.png
GeboBex’
Return to Work Post Covid-19

EVALUATION OF PROJECT MANAGEMENT PLAN

MODULE: MANAGING PROJECTS IN THE ORGANISATION LECTURER: MR YAJESH KUMAR





image18.png
HM Government

INTRODUCTION

(OXFORD ACADEMIC - FOOD QUALITY AND SAFETY, 2020)





image19.png
As an employer, if your business operations were interrupted,
resuming normal or phased activities presents an opportunity to update
your COVID-19 preparedness, response, and control plans. All
employers should implement and update as necessary a plan that

WHAT ARE THE POSSIBLE CHALLENGES WHEN RETURNING TO THE WORK ENVIRONMENT IN A

PANDEMIC/POST COVID-19?

I specific to your workplace,

Identifies all areas and job tasks with potential exposures to SARS-

CoV-2, and

Includes control measures to eliminate or reduce such exposures.
Talk with your employees about planned changes and seek their input.
Additionally, collaborate with employees and unions to effectively

communical

te important COVID-19 information.

HEAD OFFICE

> No Re-developments to office
layout to accommodate social
distancing

> PPE Exemption

> Iregular temperature checks

> No Lateral flow tests on site

> Low level hygiene practice

> No monitoring of who's allowed
on-site and how many

DISTRIBUTION CENTRES

> Low level hygiene practice

> Not following new safety
measures

> No lateral flow tests on site

> Iregular temperature checks

> Vulnerable workers not taking
extra safety precautions

> PPE Exemption

> Not enough Signage and
Displays — Government/NHS
safety precautions

STORES

> Stores not selected strategically

> Low level hygiene practice

> Not following new safety
measures

> Too many stafflemployees in
store

> Irregular temperature checks

> No lateral flow tests on site

> No Signage and Displays —
Government/NHS safety
precautions

> PPE Exemption
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THE CHALLENGES OF STAFF
AND EMPLOYEES
RETURNING TO WORK

HOW CAN THEY SOCIAL DISTANCE IF THEY HAVE
TO WORK TOGETHER?

WHAT IF THEY HAVE MEDICAL EXEMPTION FROM
PPE?

WHAT IF THEY DO NOT BELIEVE IN THE VIRUS
AND OBJECT TO FOLLOWING GOVERNMENT/NHS
GUIDELINES?

WHAT IF THEY HAVE NO SYMPTOMS BUT STILL
HAVE THE VIRUS?

WHATIS A STAFF/EMPLOYEE FALL ILL OR FATAL
FROM THE CONTRACTING OF THE VIRUS?

HOW WILL STAFF/EMPLOYEES TRAVEL TO
WORK?

“We want people coming back to work motivated to build back better: if
we are not thoughtful about a good return, we wil create workplaces
which are filled with fear, unhappiness and doubt. Companies must
realise that COVID is not a great leveller; some groups require more
support than others. As responsible businesses, we have to step up and
meet this new challenge with our eyes open.” Amanda Mackenzie OBE
Chief Executive, BITC

Medical health issues which make them exempt from wearing PPE
Mental and emotional health issues — financial, bereavement, anxiety etc
Lack of knowledge in Government, NHS & FSA guidelines and rules
Breakdown in workplace culture & relationships

Shielding StaffEmployees — Short Staffed

Unrecognisable Symptoms

No Symptoms

Testing positive within the last two weeks

Not reporting to manager about symptoms

Religious/ethical objections

Contact with contractors, drivers, customers and other

Low level hygiene practice — washing hands, sanitizing work stations etc.

Unable to travel to work due to limited TFL services
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EGGFREE CAKE BOX OPERATIONAL HIGHLIGHTS FOR 2018 - 2019

£16.9M INCREASE IN REVENUE (+33%)

£4.4M INCREASE IN UNDERLYING EBITDA (+20%)
£3.2M INCREASE IN PROFIT AFTER TAX (+13%)
27 NEW STORES OPEN

113 TOTAL NUMBER OF STORES

+6.5% LIKE FOR LIKE GROWTH

58% ONLINE SALES GROWTH

0.9M NET CASH

According to , franchisees managed to achieve substantial
sales growth with a total turnover of £30.7 million from
£25.9 million in the previous year. This is very impressive
despite the conflicting impact on revenues and profits
during the summer, due to the hot weather. The brand
continues to demonstrate a consistent business model,
with unique products combined with the financial durability
of the Group.
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WHY DO WE NEED TO CONTINUE TO OPERATE THROUGHOUT THE PANDEMIC?

WHY IS THIS ORGANISATION AN ESSENTIAL BUSINESS?

WHY DO WE NEED TO CONTINUE TO THRIVE IN THE
FOOD INDUSTRY?

HOW DO WE PRODUCE AND SELL CAKES FROM OUR
FRANCHISEE STORES?

WHEN WILL ALL OPERATIONAL SERVICES BE BACK TO
NORMAL?

HOW WILL WE REACH OUR FINANCIAL TARGETS WITH
THE IMPACT OF THE PANDEMIC?

Eqafree Cake Box is an essential food business — selling
celebratory cakes for special occasions.

2018-2019 highlights evidently show the growth in the brand,
and with the plans that have been put i place to continue
growing as Britain's leading cake brand

Aclick and collect service can be implemented
Third-party delivery service can be implemented

With clear understanding of the Government, NHS and FSA
quidelines we will be able to implement the necessary
measures in the process of returning to the workplace

New development plans
New marketing strategies

Further Online Engagement
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PROJECT MANAGEMENT PLAN — RETURN TO WORK POST COVID 19
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PROJECT MANAGEMENT PLANNING TEAM

The tools and techniques of project management are a necessary
but not a sufficient condition for project success. As I have stated,

you can't handle people, you will have difficulty managing projects,
especially when the people don't *belong” to you. Related to this is
the need to turn a project group info a team. Far too little attention

is paid to team building in project management. This chapter offers
some suggestions on how to go about it

MLA 9th Edition (Modem Language Assoc.)
seph Heagney. Fundamentals of Project Management. AMACOM, 2016,
KEEP INFORMED

APA 7th Edition (American Psychological Assoc.)
Joseph Heaaney, (2016). Fundamentals of Project Management: Vol. Fifth

edition. AMACOM. Board of Directors

Franchisee's
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QUAD CHART

PURPOSE (AIMS/OBJECTIVES)

> Return to work post Covid-19

> Ensure that all stafflemployees can retumn to
work safely & practice high level hygiene in
alignment with Government/NHS guidelines

> Produce cakes in a clean work environment
whilst practicing high level hygiene

> Support stafflemployees who may have
mentally/emotionally affected by Covid-19

CUSTOMERS

> Stakeholders
> Shareholders

DESIRED AND END RESULT (CRITICAL
SUCCESS FACTORS)

> Return all stafflemployees to work safely
in accordance with Government/NHS
quidelines

> Al franchises re-opened and in full
operation in accordance with
Government/NHS guidelines

> New Third-party delivery service success

MEASURES OF SUCCESS
(STANDARDS/CRITERIA)

> Increase in Revenue
> Increase in online sales
> Additional Franchises
> Successful recruitment





