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Engage Brighton & Hove


	Task / Activity
	Priority
	What tasks need to be completed to achieve this?
	Who?
	Resources needed?
	 Due date?

	Engage Meetings
	
	
	
	
	

	Monthly Forums in Brighton & Hove
	HIGH
	· Date Organised
· Venue Organised
· Minutes Taken
· Minutes Circulated
	CM
CM
JCP

JCP/CM
	· CM’s Time

· F.O.C Venues across the City
· JCP Staff Member
	Ongoing


	EE Forum
	
	
	
	
	

	Manage the EE Forum for Engage Members
	HIGH
	· Set up a ‘e-List’ with all members emails
· Record circulated messages & queries
	CM/TR
Admin
	· Terry’s Time

· Software

· Claire’s Time

· Admin’s Time


	July 07



	EE Reports 
	
	
	
	
	

	Monthly Update Reports for Engage
Bi-Monthly Reports for WFDG

Monthly Hospitality Futures Reports
	MED
	· Collation of information
· Write Reports
· Present Reports

· Circulate Reports
	CM
	· Claire’s Time


	Ongoing


	Task / Activity
	Priority
	What tasks need to be completed to achieve this?
	Who?
	Resources needed?
	 Due date?

	Argus Placement Table
	
	
	
	
	

	Monthly Placement Table depicting all the local businesses signing up to work placements & employment of Engage clients
	MED
	· Reminder to all Engage members to submit details of business signed up each month
· Collation of the date into spreadsheet

· Email to James Lancaster at The Argus on the second to last Tuesday of each month
	Admin
Admin

CM
	· Admin’s Time

· Admin’s Time

· Claire’s Time
	Monthly

	Engage Website
	
	
	
	
	

	Engage Website to contain all related information, links to members’ website and sponsor info
	LOW
	· Get 3 quotes for project

· Select Best Value

· Agree Design

· Agree Content

· Place all content on site

· Roll Out
	Claire

Claire

Claire
Claire

Admin

Engage
	· Claire’s Time

· Admin’s Time

· Engage’s Time


	Jul – Dec 07



	Hospitality Futures
	
	
	
	
	

	Deliver Hospitality Futures Project
	HIGH
	1. Please see HF project plan
	Claire
	· Claire’s Time
	Jul – Dec 07


	The Argus Job Fair
	
	
	
	
	

	Engage & The Argus working in partnership to deliver The Argus Job Fair
	MED
	· Agreement signed outlining partnership

· Engage members to recruit employers and clients to the Fair

· The Argus to promote the Fair in the press

· Engage members to promote the Fair in the local community

· Engage to get a F.O.C stand at the Event for members

· JCP to fund a shelf scheme to hold interviews with clients on the day

· Engage members to assist employers to man their stands

· Engage members to provide roving support on the day
	CM/JCP/The Argus
Engage

The Argus

Engage

The Argus

JCP

Engage/JCP

Engage
	Claire/Brendon Walsh/Rhys Trussler’s time

	Jul – Sept 07
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