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PROJECT INITIATION DOCUMENT (PID)


INSTRUCTIONS:
1. 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.
2. ALWAYS provide an outline of the financial and cost imperatives associated with your project aim and objectives. Remember, you must be able to SELL your project idea.
3. Put effort into your PID and you will benefit when it comes to undertaking your project and writing your final report.


PID submission date detailed on module schedule




	1. Your name:
	
Jonathan Hathaway (0551029)

	2. Name of (client) organisation 
	Swansea Council (Child & Family Services)



	3. Aim of the Project:

The aim of the project is to plan, organise, and facilitate, a Young Peoples Services conference themed as Improving Outcomes for Young People on the 13th March 2020. The maximum budget approved by Welsh Government (WAG) is £6500.00


	4. Objectives and Success Criteria of the Project:

The general objective of the designated project leader is to lead a team through the phases of the delivery of a conference. The intention is to deliver a smooth progression through the Initiation, Planning and Design, Construction and Execution, Monitoring and Control, and Completion phases of the project. The designated project leaders’ task is to ensure the conference is delivered to the scope of the brief, delivered within the time constraint, delivered with the expected quality and within budget.  

Scope and Time Objective
Deliver the Improving Outcomes for Young People conference on the 13th March 2020 and Implementing a marketing communication plan to attract 100 delegates.
Budget
Utilising the maximum budget of £6,500 while gaining value for money and operating within the authorities’ procurement rules and accounting instructions.  
Quality
Satisfying the performance outcomes and key performance indicators of (WAG) and the key stakeholders, whilst maintaining the reputation of the Child and Family Department to facilitate such an event. An additional objective is to receive positive feedback from delegates and evaluate the success criteria and key performance indicators of the conference from a customer perspective. 


	5. Business Case. 

The rationale for the YPS conference is to bring together people within the Swansea region who share a common discipline or field in order to expand knowledge, find solutions to problems, learn beyond the field or interest, and to present ideas and work to others. 

The Improving Outcomes for Young People conference aims to scrutinise and examine Government legislation including the Children and Families Act 2014, Children and Social Work Act, 2017 and the statutory guidance on how government legislation aspires to Improve Outcomes for Young People in the Working Together to Safeguard Children 2019 bill, Transforming Children and Young Peoples Mental Health 2019 bill and Young Persons Guide to the Children and Family 2019 guidance.

Conferences provide an opportunity to capture valuable updates in relation to the young people environment in a relatively short amount of time (GAI, 2019).  These events offer delegates the opportunity to hear from invited experts, who often share their research and facilitate discussions about where the circumstances for young people are heading. 


Educational Opportunities.

One of the general objectives of the conference is the educational aspect. A multi-agency perspective can expose a variety of new points of view and initiate new ideas and trends which can impact future results. The facilitating of a conference can encourage new ways of developing Swansea Councils Child and Family Service and assists them in being more productive. Lawrence, M. and McCabe, V. (2001).

Networking with Peers and Industry experts. 
Industry conferences provide an opportunity to network. Engagement and a collaboration approach can help to uncover new ideas and spark inspiration. The conference is a forum to get likeminded individuals to get to know each other on a personal level and contribute to mitigating the silo working scenario.

In summary the business case is to build morale internally as there are significant operational changes imminent within the service, brainstorming idea generation and information exchange in a fun but professional environment.


	6. 
 Key Risks Associated with Project.

The following risks have been identified together with an assessment of their severity and actions that can be taken to mitigate or reduce the risk.   Identifying and managing preventable risks is best managed through active prevention and monitoring operational processes Kaplan, R. and Mikes, A. (2019). 

Risk Log
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	7. List of Resources for Project Success. 

Financing.

The financing for the conference £6500.00 is confirmed and approved by Welsh Government under a Young People Training and Development Grant. As the conference is a bi-annual event the actual ideology of the planned event has been submitted and approved. The risk that the funding will be withdrawn is low unless key performance indicators are not met e.g. low attendance. Previous conferences in 2017 and 2015 have been over - subscribed.

Venue / Location.

The constraint to consider for is the suitability and acceptability of the venue for the expected number 100 delegates. The parking situation has been historically critical for attendance. A shuttle system transportation is to be provided from the Civic Centre and Guildhall to overcome the possible limitation of spaces. An  alternative venue as a contingency in the risk mitigation.

People
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8. Operationalisation.

The rationale for incorporating a hybrid agile project management approach is to meet the expectations of the stakeholders and conference requirements of meeting budget staying on schedule meeting scope and quality standards and expected benefits. Projects delivering end-user benefits is an agile principle which should also exist using traditional methodologies. Collaborative working will always: improve benefits; speed up delivery, improve quality, satisfy stakeholders and realise efficiencies. Apm.org.uk. (2019). 

Project Plan
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Risk | Risk Description Impact Plannkd Action to Reduce Risks Responsible
No.
Officer (see
resource plan
personnel)
1 Project Not Adopted 2 The mitigation of this risk would bea | JH
comprehensive business case that
focuses on the value added, justifies
the benefits and counteracts the dis-
benefits of holding such an event to
Swansea Council.
2 Conference Not 4 The risk highlighted could be IH

Delivered to
Deadline

overcome by implementing clearly
defined timelines appropriate
budgeting, and a clear project
scope. The project management
team would be responsible for
resolving any issues that arise in a
timely manner. The
operationalisation plan clarifies
what are the responsibilities of
each team members and what the
project timeline looks like.
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Key Note Speaker
Cancellation

The number of Key note speakers
mean that there is an element of
diversification and alternative
speakers sourced as contingency
measure.

MD/AP

Cancllation by
Venue Provider.

Up to January 31" there is a
contingency that the conference could
be held internally at the Brangwyn
Hall. The hall is provisionally booked
until this cut-off date. The terms and
conditions of the venue reserve the
right to cancel the event but as part of
the contract they offer alternative
venues.

AE

Lack of Delegate
Interest.

Based on previous feedback, the
quality of the key note speakers is
critical to the success of the event. To
mitigate this risk the planning
committee have procured two of the
leading academics in this field who
consistently attract audiences
nationally. The venue is also deemed
a significant factor according to
previous feedback. The availability of
the preferred venue and its logistical
presence is fundamental. The
communication and monitoring of the
acceptance of the delegates will also_
be given priority.

MD/AP
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Medical Emergencies
& Health and Safety
Concerns (Hazards

This will be addressed more
comprehensively in the report but
health and safety will cover capacity
access to facilities (nearest hospital
fire station) plan of the venue in
relation to fire evacuation. Health and
safety at smaller events in designated
venues can often be addressed very
quickly working with the venue
management. A Risk Assessment
Hazard register including staff first aid
catering raising alarms public address
on-sight emergency response car
parking and the provision of first aid
will be drhfted

AE/RD

Fun

Funding was pre - approved in the
financial year 2018-19 by Welsh
Government. A commitment to the
cost of the conference is subject to
measures and outputs. The measures
and outputs are also pre-approved so
withdrawal of the funding is
dependent on delegate numbers.

JH

The Risk of Severe
Weather

The disruption to road networks and
public transport would risk delegate
numbers or at worst the cancellation
of the event. The project plan will
include diligence concerning the
weather and regular updates
communicated to delegates
concerning situational intelligence.
The conference committee will
include a contingency of critical event
management.

AE/RD
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Resource Number Responsibility Personnel
Planning Team 5 Conference Theme Rationale Mitch Davies
Location Angela Payne
Sponsorship (WAG) Gavin Evans
Organise Volunteers and Staff Jonathan Hathaway
Event Agenda Andy Edwards
Security Plan
Key note speaker arrangement
Conference layout and design
Scripting
Change Control Plan
Administration Team 4 Financing and Budgeting. Simon Arnold
Online event registrations Richard Davies
Stationary equipment hire /order Mark Snell
Event stewarding Karen Hearn
Payments
Insurances
Communication Team 4 Marketing Communications Paul Worsfold
Promotional Material Janine Cox
Website Population Chris Griffiths
Registration Bogpsie [www.boopsie. | Ryland Phillips|
com]
Eventbrite [www.eventmobi.com/
Instant survey via Slidg
Snap Chat campaign
Volunteers 4 Event hosting on the day and preparation | Tanya Walters
Technical Team 2 Audio visual Simon Arnold
Microphones Rob Measday
Break out Rooms
Key Note Speakers 5 Presentation Delivery Des Holmes.
Workshops Dr Carlene Firmin.
Jane Evans
Stuart Osbourne
Ella Babajottl.
External Co-ordinator 1 Conference Co-ordinator David Gamble

Venue Employee
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Task

Task/ Milestone

Completion
Date

Responsible Owner

Cost
Allocation

Stage 1

Meeting 1 - Agenda
Conference Theme and
Target Audience.
Budget confirmation

01/11/19

JH/MD/AP/GE/AE

N/A

Stage 2

Meeting 2 — Project
Committee
Construction

08/11/19

JH/MD /AP/GE/AE

N/A

Stage3

Meeting 3 - Venue
Selection Process

20/11/19

JH/MD /AP/GE/AE

N/A

Staged

Meeting 4-Venue
Confirmation /
Synchronise with Key
Note Speakers

27/11/19

JH/MD /AP/GE/AE

£3860.00

Stage5

Meeting 5 — Conference
Co-ordination. Meeting
Conference coordinator
Venue layout Options

06-12-19

JH/MD /AP/GE/AE

N/A

Stage 6

Meeting 6 - Layout
Confirmation

11-12-19

JH/MD/AP/DG

N/A

Stage 7

Meeting 7 — Target
Audience Invites

18-11-19

SA/MD/AP/RD/MS/JH/AE/GE

N/A

Christmas Break -
Return

6/11/20

Stage8

Meeting 8 — Invites
Stage 1
Communications
Strategy Decision

08/01/20

SA/MD/AP/RD/MS/JH/AE/GE/CG/RP/PW/IC

N/A

Stage 9

Meeting 9 - Venue Co-
ordinator
Confirmation and
approve layout and
daytime running order
Buffet Options

22/01/20

SA/ MD/ AP/ RD/MS/JH/DG

N/A
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Stage 10

Meeting 10 - Monitor
Invite Returns. Have we.
208100 Delegate
acceptances?

Agenda Buffer policy
Contingency

Action if required

31-01-20

SA /MD/ AP/ RD/MS/IH

N/A

Stage 11

Buffett-Options send
out to delegates who
have accepted

130220

‘SA/RD/MS/JH

N/A

Stage 12

Confirmation of Buffet
and refreshments to
venue co-ordinator

250220

JH/SA

N/A

Stage 13

Meeting -11
Check List - Any Other
Business

Change Control
Anomalies

28/02/20

SA/MD/ AP/ RD/MS/IH

N/A

Stage 14,

Meeting 12-
Walkthrough of the
Event. Adjustments

06/02/20

SA/MD/AP/RD/MS/IH/AE/GE/CG/RP/PW/IC

N/A

Stage1s

Meeting 13- Final
Wwalkthrough
‘Audio Visual Checks.

120220

SA/MD/AP/RD/MS/IH/AE/GE/CG/RP/PW/IC

N/A

Stage 16

Pre Event Meeting

13/02/20

SA/MD/AP/RD/MS/IH/AE/GE/CG/RP/PW/IC

N/A

Stage 17

Payment of Invoices
Keynote Speaker A
Keynote Speaker 8
Keynote Speaker C
Keynote Speaker D
Keynote Speaker £
Contingency Planning
Buffer

Venue Inclusive Buffet
and breakout rooms
£38.60 per head

Total

20/02/20

I

£680.00
£480.00
£450.00
£150.00
£100.00

£500.00
£2860.00

£6220.00

Stage 18,

Snap Chat feedback
Survey

20/02/20

SA/MD

N/A

Stage 19

Meeting 14 Event
Appraisal

28/02/19

SA/MD/AP/RD/MS/IH/AE/GE/CG/RP/PW/IC

N/A
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