 PROJECT INITIATION DOCUMENT (PID)

Driving Change and Building Business Cases - 

Investigating a Business Issue from a HR Perspective

Students Name:
INSTRUCTIONS:

Give as much justification as possible for every question asked.  This means, you must not limit yourself to just stating WHAT you believe is an appropriate response, but WHY.

ALWAYS provide an outline of the financial and cost imperatives associated with your report tasks.  Imagine you must be able to SELL your project idea.

Put effort into the PID and your will benefit from this when it comes to undertaking the research.  Use your skills as a “Thinking Performer” and take the “Business Partner” approach.

PID submission date detailed on the IBI Activity Schedule

	1. Name
	XXXXX

	2. Organisation name:
	XXXXX


	3. Type of business:

Nature of business and customer profile:
	XXXXX


	4. Number employed by organisation:
	Roughly 1400 core staff

	5. Number employed within human resources (HR) department (if applicable):
	18

	6. List the main HR functions that are undertaken by your organisation:


	Recruitment & Onboarding

Grievances

Disciplinaries 

Performance Management 

Learning and Development

Staff Wellbeing

Leavers



	7. Your job title:


	Human Resources Administrator

	8. How long have you been in this job?
	1 year

	9. Outline main purpose of your job:


	Provide administrative support to the HR team

	10. List the HR responsibilities within your job:


	Recruitment and Onboarding

Sickness administration

Resignations 



	11. Who is the person mainly supporting your report (Sponsor)?  State their job title and their relationship to you:


	Name: XXXXX
Job title: HR Business Partner
Relationship to you: Colleague 



	12. Aim of report:

In no more than twenty words, state the overall aim of the report.  Here you need to compile a sentence that communicates clearly what you intend the report idea to achieve.

Aim: Analyse the impact of hybrid working, on employee engagement within XXXX. 
TOP TIP:  KEEP IT SPECIFIC.  IMAGINE YOU ARE A SELF-EMPLOYED CONSULTANT DETERMINING THE PARAMETERS OF YOUR report FOR WHICH YOU WILL GET PAID.  A CLEARLY STATED AIM HELPS TO ACHIEVE PARAMETERS AND SERVES TO ESTABLISH THE BASIC DESIRED OUTCOME OF THE report.  ONLY WHEN WE DELIVER ON THE AIM, SHOULD WE EXPECT TO GET PAID BY OUR PAYMASTER.

	13. Objectives of report:

List four objectives that are each directly related to the report aim.  Here you must ensure the objectives are SMART (specific, measurable, achievable, realistic, time bound).  Essentially, objectives are steps you need to take to achieve the report aim.  Each objective must begin with a verb that states clearly how the objective is to be undertaken.  

Objectives:

1 –Conduct analyses of literature on hybrid working in relation to engagement from March 2020 to 2023.
2 – Conduct a questionnaire to identify the effects hybrid working has on employee engagement among a sample of XXXXX staff since in 2023.
3 – Critically analyse the output of the collected data to identify whether additional support is required to improve employee engagement within the XXXXX. 
4 - To make recommendations based on primary and secondary research. 
TOP TIP:  KEEP OBJECTIVES SIMPLE AND ADHERE TO SMART PRINCIPLES.  THE OBJECTIVES ARE THE STEPS YOU WILL TAKE TO DELIVER ON THE AIM OF YOUR report.  AGAIN, THESE ARE MEASURABLE PARAMETERS AND SERVE TO DEMONSTRATE A LOGICAL AND EASILY UNDERSTANDABLE APPROACH TO SUCCESSFULLY COMPLETING THE report.  OBJECTIVES ARE ALWAYS AGREED AND “SIGNED OFF” BY YOUR PAYMASTER SO THAT BOTH PARTIES KNOW WHAT IS BEING CARRIED OUT AND IN THE END, PAID FOR.


	14. Give an outline of the sorts of tasks and questions you want to undertake and ask that will allow you to deliver on your objectives and ultimately achieve your aim.

Questions relevant to objective one:

· What does literature say about working from home and engagement? 

· What does literature say about the impact of engagement on motivation?
· What does literature say about hybrid working benefiting employees?
· What does literature say about the financial benefits of hybrid working for organisations?  
Tasks relevant to objective one:

· Analyse secondary resources and research such as academic literature and reports. 
· Apply models to assist with analysis – e.g. a model says that it isn’t just working conditions that affect employee engagement e.g. PESTLE – use PESTLE to analyse effects of cost of living 

Questions relevant to objective two:
· Does working from home increase engagement?

· How do employees perceive working from home?

· What are the barriers to engagement when working from home? 
· How satisfied are employees with their current hybrid arrangement?
· Do employees prefer working from home or in the office?
· Do employees feel their relationship with the organisation has changed since working from home?

· Do employees feel their relationship with their colleagues has changed since working from home?
· Do employees feel more or less engaged with the organisation since working from home? 
· Do employees feel more or less engaged with colleagues since working from home? 

· Do employees have a healthy work-life balance when working from home?
· Do employees feel more or less distracted when working from home?
Tasks relevant to objective two:

· Produce a survey targeted to XXXXX staff and share among as many staff members as possible.
· Use open ended and some closed questions. 
Questions relevant to objective three:

· Does the primary and secondary research show evidence of high employee engagement among employees who work from home?

· If the engagement is lower, does the XXXXX need to provide additional support to those staff members?

· How do XXXXX benchmark compared to other XXXXX. 

· Have other organisations changed their processes to adhere to staff working from home to ensure engagement & performance. 
Tasks relevant to objective three:

· Analyse the primary and secondary research
· Provide secondary research on necessary steps for employers to take to ensure engagement among staff who are working from home
Questions relevant to objective four:

· Is there something the XXXXX need to put in place to increase engagement? If so, what?
· Depending on findings, implications if XXXXX do not make any changes. 
Tasks relevant to objective four:

· Secondary research on ways to increase employee engagement 
· Further primary research using different research method
TOP TIP!  THE MORE TIME YOU TAKE EARLY ON IN YOUR REPORT TO WORK OUT WHAT YOU ARE GOING TO ASK AND WHAT YOU HAVE TO DO, THE MORE TIME YOU WILL SAVE LATER ON.

	15. What is the business case for considering undertaking the report?  Here you need to justify how achieving the report aim will advantage and benefit the business and its stakeholders. For example, savings, gaining intelligence of competitors, promoting innovation, and return on investment.  

· Professor XXXXX, mentioned in his September 2022 briefing that he would like all staff to return to working on campus 5 days a week. This report will determine the benefits and drawbacks of doing this and its effect on employee engagement as this will affect the ORGANISATION success.
· The report will look at the effect employee engagement has on employee performance as this will influence the ability for the ORGANISATION to reach their strategic goals.
· If employee engagement is low, and performance is low, the ORGANISATION could face a financial loss as if the standard of services depreciates to customers, it will provide a poor reputation to the ORGANISATION which will affect their ability to attract.
TOP TIP:  NO BUSINESS CASE?  BIN REPORT, START AGAIN - BETTER NOW THAN LATER!

	16. Identify the risks associated with the report and how these could be overcome.
· We must consider that the results from the questionnaire may be invalid as we will be relying on the type of respondents, which could lead to a lack of variety. 
· We must consider whether the survey conducted will be anonymous or not as, if it isn’t, respondents may not want to answer honestly, skewing the findings. If the survey is anonymous, we may risk respondents over sharing about matters that are not relevant to this research study. 

· We must consider the importance of GDPR as it ensures the protection of individuals with regard to the processing of personal data. Failing to comply could lead to a financial liability and court proceedings. 
· The sample of employees will be focused on professional services staff. This may not be representing the rest of the organisation. This will be considered in the report and analysed as such. 

TOP TIP:  THERE ARE RISKS TO ALL RESEARCH PROJECTS HOWEVER, GOOD THEY MAY SEEM!  THE SKILL IS TO IDENTIFY AND MANAGE THE RISK(s).


	17. List the resources you will need to make your report a success.  State why such resources are needed.  These may include, people, time, cash, technology, data.  Identify any constraints that you may encounter and explain how you would overcome these.

· Time – to write the survey and gather the data and to allow for responses to the primary research. I must allow sufficient time to chase further responses if response rate is low. 
· Technology - Survey monkey to produce the questionnaire. Access to UWTSD library/Google Scholar for secondary research. Must ensure secondary research is credible to ensure accuracy and avoid biases by using credible sources. 
· Data – Must be aware of potential skewed date from the findings from the survey and from the secondary research.
· People – Respondents to the survey (professional service staff). Support from staff in HR department. If response rate is low, use HRBP’s to share survey to their managers to attract further responses. 
TOP TIP:  THE ASTUTE MANAGER IS FULLY AWARE OF THE REQUIRED RESOURCES AND THEREFORE, BUILDS POSITIVE RELATIONSHIPS WITH PEOPLE WHO CAN HELP HIM/HER IN OBTAINING SUCH RESOURCES.  IT IS ESSENTIAL TO IDENTIFY ALL RESOURCES AT THE BEGINNING OF A PROJECT SO THAT YOU CAN INCLUDE THEM IN YOUR COSTS. 

	18. State what method you intend to use to collect your primary data.  For example, questionnaire, interviews, telephone surveys, focus groups etc.  Outline why a particular research method was chosen over alternatives.

· Questionnaire 
· Surveys are a cost effective way of collecting data. 
· Questions are pre-written, which avoids respondents going off track. 
· Online surveys are easy to access and depending on the length, take a little amount of time to complete. 
· Surveys provide the opportunity for respondents to remain anonymous. 
· Surveys allow for generating large amounts of data and as there are a lot of staff members, it is the easiest method to reach the number of intended respondents.
· Survey research tends to be a reliable method of inquiry. The questions are standardized as questions are phrased in the same way. 

TOP TIP: CHOOSE AN APPROPRIATE METHOD AND THEN, USING THIS METHOD, ENSURE YOU WILL ACTUALLY BE ABLE TO COLLECT THE DATA YOU REQUIRE.  AGAIN, KEEP IT SIMPLE AND TAKE ADVICE FROM RESEARCH METHODOLOGY TEXT BOOKS AVAILABLE IN THE LIBRARY.

	19. State HOW you plan to collect primary data and justify the appropriateness of your chosen research method.  Consider whether or not you will be given or denied access to personnel and why.

· Questionnaire produced via Survey Monkey
· Send survey to staff members via work email-addresses

· Due to the aim of the report, it would be more appropriate to send the survey to the professional services team and not any academic staff as their roles are already quite flexible. 
TOP TIP:  BE SURE THAT THE METHODOLOGY YOU USE TO COLLECT YOUR DATA IS APPROPRIATE AND AFFORDABLE IN TERMS OF YOUR TIME.  KEEP IT SIMPLE!  DO NOT MAKE YOUR LIFE DIFFICULT.

	20. State from WHOM you plan to collect primary data and detail any challenges you anticipate.  Outline how you plan to approach people to take part in your research and why you have chosen such individuals.  State why individuals may agree to take part in your report or indeed, refuse.

· Professional services staff. The sample will consist of roughly 600 participants.
· Email explaining purpose of survey 

· State the importance of their response as they are key members of staff who have been majorly affected by new working patterns.
· Agree – because they want to inflict change

· Refuse – scared to share thoughts, do not find it relevant to themselves 
TOP TIP:  BE SURE THAT THE PERSONS YOU WANT TO PARTICIPATE IN YOUR REPORT ARE THE APPROPRIATE PERSONS.


	21. State from where you plan to collect secondary data.  This means providing an early list of 
alphabetised websites and a bibliography that details (using Harvard method) the books, 
journals, research and magazines that you intend to use.

Website addresses:

Approximately 10

1. https://www.cipd.co.uk/knowledge/coronavirus/hybrid-working#gref 
2. https://www.cipd.co.uk/knowledge/fundamentals/relations/flexible-working/working-from-home-evidence-after-lockdown#gref 

3. https://www.qualtrics.com/uk/experience-management/employee/remote-employee-engagement/ 
4. https://www.nytimes.com/2023/03/02/business/hybrid-work-from-home-office.html 

5. https://www.forbes.com/sites/forbesbusinesscouncil/2023/02/27/five-strategies-for-improving-work-life-balance/ 

6. https://www.peoplematters.in/site/interstitial?return_to=%2Farticle%2Femployee-engagement%2Fhow-engagement-is-key-to-managing-talent-in-a-hybrid-work-world-37031 

7. https://www.thehrdirector.com/business-news/employee-engagement/worrying-drop-employee-engagement-since-pandemic/ 

8. https://www.thetimes.co.uk/article/wfh-work-from-home-licence-slack-confessions-uk-2023-q06g3xs9j 

9. https://www.ft.com/content/627b1712-9c77-49dd-841d-edfe4b022703 

10. https://www.forbes.com/sites/adigaskell/2023/02/07/its-important-for-remote-work-to-maintain-boundaries-between-personal-and-professional-lives/ 
Books (on topic area and associated subjects):

Approximately 10

1. The Oxford Handbook of Work Engagement, Motivation, and Self-Determination Theory 
https://doi.org/10.1093/oxfordhb/9780199794911.001.0001
2. Employee Engagement : A Practical Introduction
https://web-s-ebscohost-com.ezproxy.uwtsd.ac.uk/ehost/ebookviewer/ebook/bmxlYmtfXzE4NT cwNzhfX0FO0?sid=ec6667f4-cb31-4bbb-b6ae-5b7d7ca894db@redis&vid=0&format=EB&rid= 1 

3. Management Techniques for Employee Engagement in Contemporary Organizations

DOI: 10.4018/978-1-5225-7799-7  
4. The Relationship Factor in Safety Leadership
https://doi.org/10.4324/9780429057694
5. Work engagement: A handbook of essential theory and research 
https://librarysearch.uwtsd.ac.uk/permalink/44WHELF_UWTSD/11c0l68/alma991001077941024 21
6. Where is your office today? A research-led guide to effective hybrid working 
https://eprints.whiterose.ac.uk/187889/1/Where%20is%20your%20office%20today%20-%20interactive%20report%20%28May%202022%29.pdf 

7. Leadership Strategies for the Hybrid Workforce: Best Practices for Fostering Employee Safety and Significance 

https://www-igi-global-com.ezproxy.uwtsd.ac.uk/gateway/book/284480 
8. Employee Engagement 
https://www.proquest.com/docview/2131794959?parentSessionId=pz50NNBEad76bh3IuKBgj m VEhZHne98ZvWP%2FitpQqgE%3D&pq-origsite=primo&accountid=130472 

9. The Energised Workplace

https://www.perlego.com/book/2037170/the-energized-workplace-designing-organizations-where-people-flourish-pdf 

10. Anywhere working and the new era of telecommuting 

https://www-igi-global-com.ezproxy.uwtsd.ac.uk/gateway/book/173683 
Books (on research methodology):

Approximately 3

1. Research methods for graduate business and social science students 
https://web-s-ebscohost-com.ezproxy.uwtsd.ac.uk/ehost/ebookviewer/ebook/bmxlYmtfXzI3ODIxNl9fQU41?sid=20fcc2 c5 -3344-44b4-898e-6de2505df18a@redis&vid=0&format=EB&rid=1
2. Business and Research Methodology 
https://r1.vlereader.com/Reader?ean=9786000043186
3. Social Research Methodology and New Techniques in Analysis, Interpretation and Writing 

https://www-igi-global-com.ezproxy.uwtsd.ac.uk/gateway/book/210693 

Peer reviewed research papers:

Approximately 10

1. An informed discussion on the impact of COVID-19 and ‘enforced’ remote working on employee engagement

https://www.tandfonline.com/doi/pdf/10.1080/13678868.2022.2048605?needAccess=true 
2.  The Moderating Roles of Remote, Hybrid, and Onsite Working on the Relationship between Work Engagement and Organizational Identification during the COVID-19 Pandemic 

https://mdpi-res.com/sustainability/sustainability-14-16828/article_deploy/sustainability-14-16828.pdf?version=1671091466 
3. A diary study of psychological effects of misinformation and COVID-19 Threat on work
engagement of working from home employees
https://doi.org/10.1016/j.techfore.2021.120968 

4. ICT use, internal communication satisfaction, and engagement of working-from-home employees: The moderating role of affiliative tendency
https://doi.org/10.1016/j.chb.2022.107472 

5. Factors Associated with the Work Engagement of Employees Working from Home during the COVID-19 Pandemic in Japan
https://doi.org/10.3390/ijerph181910495 
6. Impact of telework on exhaustion and job engagement: a job demands and job resources modelntwe_284
https://onlinelibrary.wiley.com/doi/pdfdirect/10.1111/j.1468-005X.2012.00284.x 

7. Should I Stay or Should I Go (to the Office)?—Effects of Working from Home, Autonomy, and Core Self–Evaluations on Leader Health and Work–Life Balance
https://doi.org/10.3390/ijerph20010006 

8. Remote workers’ well-being, perceived productivity, and engagement: which resources should HRM improve during COVID-19? A longitudinal diary study
https://doi.org/10.1080/09585192.2022.2075235 

9. Is working from home the new workplace panacea? Lessons from the COVID-19 pandemic for the future world of work
https://doi.org/ 10.4102/sajip.v47i0.1883 

10. Remote working and employee engagement: a qualitative study of British workers during the pandemic.
https://doi.org/10.1108/ITP-12-2020-0850 
TOP TIP:  REFERENCES TO APPROPRIATE LITERATURE AND OTHER RESOURCES GIVE CREDIBILITY TO ANY PIECE OF WORK – BEWARE OF CUTTING AND PASTING INTERNET MATERIAL AND CLAIMING IT AS YOUR OWN – THIS IS PLAGIARISM IN THE REAL WORLD TOO!


	22. Design a time plan for the lifetime of the report. Begin by breaking down all tasks that need to be undertaken and assess the duration of time you need to devote to each task.  Be sure to show tasks in a logical sequence.  Be further sure that you plan well enough to enable you submit your report on the deadline date.  Include any meetings that you plan to have with your report supervisor at UWTSD.  Be realistic and make your report manageable, account for holidays and other “off-days”.  

Task

Date to be completed

Complete and submit PID
6th of March
Speak with line manager to discuss the report and primary research 
10th of March
Choose sponsor and discuss report plan
10th of March
Draft primary research questions
13th March 
Review survey questions 
14th March
Create questionnaire 
15th March
Meet with sponsor before sending out 
16th March
Send out questionnaire
20th March
Send reminder email to respondents
20th April
Write report introduction

22nd May
Conduct secondary research
29th May
Draft literature review 

5th June
Pull report from questionnaire
19th June
Draft findings  
21st June
Write up conclusion 
10th July
Review report 
1st August
TOP TIP:  IMAGINE YOU ARE SELF-EMPLOYED AND WANT TO DEMONSTRATE TO YOUR PAYMASTER EXACTLY WHAT YOU HAVE TO DO TO SUCCESSFULLY COMPLETE YOUR REPORT.  MOREOVER, DATES PROVIDE A TIMELINE TO WHICH WE HOLD OURSELVES (AND OTHERS) ACCOUNTABLE.


	23.  Make a list of questions here that you wish to ask your supervisor about your report.  Such questions could be about:  meeting dates and venues; any forthcoming events that you may have interfere with you completing your report; relevant books, journals, websites, research papers; research methodology; etc etc etc.

· Discuss meeting dates and times
· Discuss any issues in gathering primary research during the summer months as lots of staff may be on annual leave

· Ask for advice on further resources which would be useful for the report

· Review survey questions to ensure they are written appropriately for our staff. Also to ensure there are no biases or leading questions

· Sponsor can ensure we stay on track and that the research is still relevant to the aim of the report. 
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