PROJECT BUSINESS PLAN
A.
Detailed Project Description
The project is a two phase project aimed at the Retail and Tourism Sectors in Brighton and Hove which will start in April 2007 and be completed in April 2010.  
Phase one is the Research Phase where we will determine the nature and level of training and skills needs amongst the local retail and tourism employees through consultation with their employers and Sector Skills Councils.    This process will be assisted by the CoVEs and other partner employer networks.

We will undertake the following activities to meet the objectives of Phase one:

· Arrange meetings prior to Research Phase commencing with CoVEs and other stakeholder partners including employers.
· Identify all recent and relevant research that has taken place.
· Identify gaps in the research.
· Devise questionnaire to capture missing research information.
· Send questionnaire to target companies through a variety of routes.
· Collate relevant information from research.
· Write research report and action plan.
· Disseminate report and action plan to stakeholder partners.
Phase two is to develop and deliver, in collaboration with our project partners, a portfolio of accredited and non accredited courses that fulfil these identified training needs and gaps in provision.

The following are an indication of the activities we will undertake, although the outcome of the Research Phase will have an obvious bearing on these and could lead to either a change of activity or additions to these:
· Identify main gaps in provision to meet organisational training needs identified.
· Investigate both accredited and non accredited programmes for suitability in meeting those needs.
· Determine what bespoke courses are required and which partner will develop these.
· Liaise with and submit course submissions to Awarding bodies as applicable.
· Discuss with partner delivery organisations the options for programme delivery identified by the Research.
· Identify which delivery partner will deliver what courses within each sector.
· Consult with employers on options and courses to ensure they are fit for purpose.
B.
Detailed Project Objectives
There are two distinct objectives of the project: 
1) To collate existing, and undertake additional, research into the exact training needs of the retail/tourism sectors of the city and the actions required to address the needs and produce a report and action plan from these findings. 

To do this we will:
· Employ a researcher to undertake the research brief.
· Write a detailed brief (see below).
· Identify existing relevant, up to date research that has already been undertaken.

· Undertake discussions with both the Retail and Tourism CoVEs to explore their employer intelligence regarding identified gaps in provision and training needs.

· Undertake any additional research required with employers within the sectors to ensure that the information being collected represents the needs of the widest range of sector employers.

Detailed Project Brief – Phase One

Aim:
To collate existing, and undertake additional, research into the exact organisational training needs of the retail/tourism sectors of the city and identify the actions required to address the needs, and produce a report and draft action plan from these findings. 

Objectives:
1. To determine the nature and level of organisational training and skills needs amongst the local retail and tourism sectors of the city.


2. To identify the main gaps/ needs in provision.

3. Investigate both accredited and non accredited programmes for suitability in meeting identified gaps/ needs.

4. Determine what bespoke courses are required and which partner will develop these.

5. Discuss with partner delivery organisations the options for programme delivery identified by the Research.

The Researcher will undertake the following activities to meet the objectives of Phase One:

· Undertake a thorough reading of the Project Business Plan and all references mentioned.

· Arrange meetings with CoVEs and other stakeholder partners including employers to explore their intelligence regarding current provision and gaps in provision.

· Identify all recent and relevant research that has taken place, such as that through the relevant Sector Skills Councils and Sussex Enterprise.

· Identify gaps in the research.

· Devise questionnaire to capture missing research information.

· Send questionnaire to target companies through a variety of routes.

· Undertake any additional research required with employers within the sectors to ensure that the information being collected represents the needs of the widest range of sector employers.

· Collate relevant information from research.

· Investigate suitable accredited programmes, via awarding bodies.

· Investigate non accredited and bespoke courses with employers.

· Discuss possible delivery options with employers and partners providers.

· Write research report and draft action plan.

· Disseminate report and draft action plan to stakeholder partners.

The Researcher’s day to day workload will be managed by the Director of  Business Skills and Standards, who will undertake to hold weekly one-to-one meetings to ensure progress in being maintained and the research project is retaining a clear focus. The initial, interim and final reports will be read by the Director of Business Skills and Standards prior to being passed to the Steering Group for consideration.

It is anticipated the research project will last for a period of six months with an initial report written after the first six weeks, and interim report after 3 months and the final report by the end of the six month period. This will allow for developments, as identified in the action plan, to take place to ensure Phase Two is ready for roll out in the following academic year.

The initial report:

· Will address intelligence previously gathered regarding current provision and possible gaps in provision, identifying all recent and relevant research that has taken place with relevant summaries, and where identified gaps that exist in the research. 

· A range of possible questions will be identified at this point for the employer questionnaire.

The interim report:

· Will address findings from the questionnaire to targeted businesses and additional research carried out with employers within the sectors to ensure that the information being collected represents the needs of the widest range of sector employers.

The final report:

· Will address suitable accredited programmes identified in conjunction with awarding bodies, non accredited and bespoke courses identified in conjunction with employers, and possible delivery options as discussed with and between employers and partners providers.

· At this stage a draft action plan will also be presented to take Phase One on to Phase Two.

2) To develop and implement a portfolio of accredited and non accredited courses (both vocational and soft skills) at the levels and in skills areas that will allow local people to train/retrain to work in the retail/tourism sector.  The project will address the needs of the sector to up-skill existing workforce and encourage the achievement of relevant qualifications (for example Cultural Heritage, Retail, Customer Service or Hospitality NVQs) or soft skills (for example communication, time management, customer service etc.) by both new and existing employees.  To this end we will look to develop our existing relationship with Business Community Partnership and the Equal Operational Employer Engagement Group (OEEG) to ensure recruitment of new employees is from our local and diverse community to enhance progression into the job market for unemployed and disadvantaged groups, and to enable businesses to benefit from enhanced Corporate Social Responsibility, and thereby benefiting the local economy. This fits well with our strategy for employer engagement and business development through City Business Club. The November 2006 City Business Club module on Recruitment, in conjunction with Equal OEEG, culminated in 110 businesses attending the breakfast event that was opened by the Mayor of Brighton and Hove.
To do this we will:

· Review the research finding and action plan with our partners.
· Determine what courses can be developed at this stage and by whom.
· Discuss planned provision with relevant awarding bodies. 

· Develop the portfolio of courses to fill the gaps in provision.
· Develop delivery methodologies that best meet employer needs.
· Market the new courses with sector employers/employees, careers service, Working Links and other referral organisations.
· Market the new courses to the local community, including unemployed and disadvantaged groups.
· Deliver appropriate courses.
City College is well placed to make use of a range of initiatives and partnerships to support this project as the Director of Business Skills and Standards deputises for the Principal on the Brighton and Hove Business Forum and Economic Partnership, and is a member of the Brighton and Hove Learning Partnership Learning Champions Steering Group, the Action for Business College Lead Group and the Train to Gain Steering Group.

This project will benefit employers by:

· Allowing for flexible, predominately work based learning opportunities for their employees.
· Allowing for a mix and match of  accredited and non accredited courses depending on business and individuals needs

· Impacting on business productivity and sustainability
· Better skilled workforce.

· More motivated employees, and so better employee retention.

· Improved productivity, and so profits and sustainability.

This project will benefit employees by:

· Improving their skills and promotion prospects.

· Improving their confidence and motivation.

This project will benefit the local economy by:

· Identifying gaps and targeting provision to fit those gaps.

· Marketing the positive aspects of the retail and tourism sectors.

· Aiding unemployed and disadvantaged groups back to work.

C.
Key Stages/Milestones (Appendix D)

Please see attached

D.
Research/feasibility studies

Initial research involved information gathering from local action and strategic plans, and other informative documents, which shaped the initial bid idea.  These plans included:

A People First’s Report (Dec. 2004) states ‘of the 250 employers (in Tourism sector) facing problems, 76 percent had no time to release staff during work time.  Small and micro operators were more likely to face this problem and given they represent 76 percent of all hospitality businesses this poses the biggest challenge in increasing the amount of training undertaken across the industry’.
Other documents used for information gathering prior to writing the bid included:

Sussex LSC’s Strategic Plan 2002/05 
SEEDA’s Regional Economic Strategy 
Brighton and Hove City Council Tourism Strategy 2004 
Brighton and Hove City Council Economic Strategy
Sussex Skills Action Plan – Hospitality and Tourism (V4.1 16-12-05)
The Retail Exchange Sector Skills Group Action Plan for Sussex 2005/06

SSDA National Employer Skills Survey 2005

Skillsmart Retail’s Report ‘A Qualified and Trained Workforce?’ (June 2006)

E.
Strategic Fit

The project will benefit the City by providing a vehicle that will start addressing a number of the key strategies for improving and developing the potential growth opportunities of these sectors:

Sussex LSC Strategic Plan 2002/05 states ‘Retail &Tourism are amongst the key growth sectors that will drive the economy of Sussex for the next decade’.  
This project is directly linked to SEEDA’s Regional Economic Strategy (Objectives 5, 24 & 25).  Also SEEDA’s Strategy for Skills and Workforce Development in the SE identifies ongoing and widening skills gaps which will need to be addressed by the tourism sector throughout the region.

BHCC’s Tourism Strategy 2004 identifies the 10-year Vision for the city and the steps needed to achieve that Vision.  These include training for the industry which meets visitors’ and employers’ needs.

The 5 keys to success identified include:

a. A professional, proud and committed workforce – achieved through

good pay, proper recruitment processes, contracts, training and career

development opportunities:
• Improve the employment practices of tourism employers by providing

further guidance, support and training. (Tourism businesses, SSC,LSC)

• Aim to stabilise the workforce by developing the necessary skills in the

local labour market, and by providing support to the many valuable

hospitality and catering workers from overseas, who need access to

accommodation, bank accounts, language training etc. (LSC, SSC,

Businesses)

• Develop training which addresses the tourism industry’s skills gaps,

especially: customer handling; planning and organising; team working;

problem solving; communication; literary and reading skills. (LSC, SSC,

TSE, Businesses)

b. Training providers to work with tourism businesses to develop

specialist tailored customer-focused training – because style of service

depends on customer and business profile:
• Local tourism employers to engage with the tourism training providers

to make their training requirements clear. (LSC, SSC, TSE, Tourism

Businesses)

• Carry out independent research to evaluate employee performance in

the tourism industry (eg “mystery shopper” exercises). Use these to

identify future training needs and share best practice. (SSC, LSC, TSE,

Businesses)
The Brighton and Hove Economic Strategy identifies as one of the key strategic priorities:
• establishing and improving new sector/skills-specific training frameworks for tourism and hospitality.
Discussions with local employers have identified problems with skills gaps in existing workforce and difficulty in recruiting suitably qualified staff.
A People First report (Dec. 2004) stated that ‘Figures for skill shortage vacancies show that 2,600 tourism vacancies are proving hard-to-fill due to a lack of people with the appropriate skills required by employers, accounting for 39% of all hard-to-fill vacancies in the tourism sector in the region’.  It further states that 29% of tourism employers report skills gaps in their existing workforce, with an estimated 34,200 tourism workers not full proficient in their jobs in the South East.
The project will also respond to Sussex Skills for Productivity Alliance Action Plans in respect of Tourism by:
· Focussing improvements to provision where they are most needed and will have maximum impact i.e. micros and SMEs.

· Aiming provision at current workforce rather than new entrants.

· Making sure provision is customer focused and delivered in the right way.

· Working with employers to get ‘buy in’ from Managers to support staff going for vocational qualifications.
· Up-skilling teams rather than simply individuals.
· Tailor qualifications/training better to employer needs.  

· Using best practice and pooling resources for  on the job training (OJT).
· Improving communications between the supply-side and employers.
· Respond to employer needs e.g. deliver training in bite sized pieces

and ‘Wrapping up’ qualifications differently.                
The Retail Exchange Sector Skills Group Action Plan for Sussex 2005/06 identifies the following actions that need to take place:
· Develop retail networks to understand and identify their training needs.
· Develop relationships between providers and local networks to improve understanding of local demand.
· Training suppliers to explore collaborative partnerships and methods of delivery including e-learning and how to promote retail courses.
· Develop professional customer service programmes that are embedded throughout retail programmes.
· Embed essential skills into retail programmes.
· Develop sector specific units (employability skills) for delivery into existing and new programmes.
· Develop more vocationally relevant units and flexible delivery models which allow for interim awards through bite size courses.
The SSDA National Employer Skills Survey 2005 identifies that common skill shortages amongst applications for jobs in the tourism and retail sectors were:

• Customer handling skills

• Oral communication skills
• Problem-solving skills

• Team working

The report goes on to say that: 

‘For sales staff, customer handling is the main skills area lacking, this explaining, at least in part, nearly two-thirds of skill gaps in this occupation. Oral communication skills were also mentioned more commonly than average.’
‘Skill gaps are a particular issue in the following SSC sectors: People 1st
and Skillsmart Retail. In these sectors, employers are both more likely than average to report having any staff who lack proficiency (around a fifth do so)

and to have a higher than average proportion of staff lacking proficiency’
Skills gaps identified in the sectors are:

· Customer handling skills 
· Oral communication skills 
· Problem solving skills 
· Team working skills 
· Written communication skills
· Literacy skills 
· Management skills 
· Numeracy skills Office and administrative skills 
· Foreign language skills 
· General IT user skills 

Skillsmart Retail’s ‘A Qualified and Trained Workforce?’ (June 2006) identifies that:

‘Almost one in five (17%) of sales and customer service employees in retail

have no qualifications.’

‘The overall level of qualifications and training within the retail sector compares poorly with the average for the whole economy. There are significant gaps between the desired levels of qualifications for all occupations in the retail sector.’
In addressing many of these issues to date the College has engaged with 157 businesses that have identified themselves as being in the retail sector, in the last year, ranging from Asda with between 100-249 employees, BHS, Littlewoods and DFS with 50-99 employees, WH Smiths and Spec-savers with 10-49 employees, to Fortes Bakery and Millies Cookies with 5-9 employees and a range of sandwich bars with less than 4 employees. We have also engaged with a range of businesses that would identify with the tourism sector, in the last year, such as, 45 travel companies ranging from IMEX with 250+ employees, Glyndebourne Opera House with 100-249 employees, Equity Travel with 50-99 employees, First Choice and Red Seven (our City Business Club partner) with 10-49 employees, Virgin Holidays (local retailer) with 5-9 employees and Aossa Travel with under 5 employees. 161 cultural sector businesses have also been engaged with, many of which are tourism related, such as, Museums, Art Galleries and Centres with the likes of The Brighton Centre and the Brighton Museum and Art Gallery. There have also been over 300 hotels and restaurants engaged with over the past year, such as the Alias Seattle Hotel (our City Business Club partner) and the Hilton Metropole, who hosted our joint Recruitment breakfast with the Equal OEEG.

F.
Options

The alternative options for the achievement of the projects objectives will be clearer once the first phase of the project is completed. 
We fully anticipate that the research into the training needs of employers and their employees and the types of courses that they require will open avenues to a number of other options as well as the option of workbased NVQs and other short courses as described in the bid.  These additional options will be discussed and decisions taken after consultation with our Steering group and stakeholder partners.
G.
Strategic Added Value (SAV)

This project will add value in a number of ways:

· The Retail and Tourism CoVEs will pool resources to provide solutions for employers in the sectors.

· It will bring together not just educational establishments but also private and commercial partners which will generate strong working relationships.
· Identification of the exact needs of the Retail and Tourism sectors will ensure that future provision is customer focused and delivering the right qualifications, in the right way, where it is most needed thus encouraging employers to invest in training.

· Developing and delivering a range of WBL opportunities that are relevant to the local Retail and Tourism sectors will improve the image of the sectors as a career choice, assisting in attracting higher calibre entrants and retaining existing workforce.

· Offering this sector focused provision will support and help address existing strategies for developing these sectors.

· Enhance the local economy through providing training and employment opportunities for long term unemployed and hard to reach disadvantaged individuals from the Brighton and Hove area.
· Enhance local economy by tapping into our local community, the unemployed and disadvantaged priority groups, as well as existing workforce.

H.
Consultation and partners

The effectiveness and success of the project depends on strong partnership working and a high level of consultation with all partners and stakeholders.

We have well established employer networks through AfBC, the Retail and Tourism CoVEs (including employer forums), the Train to Gain consortium, City Business Skills, Sussex Enterprise and our other partners and, utilising these, we have had preliminary discussions with local employers(including Red Seven).  These discussions will continue, be developed and form an integral part of the project; we will be working very closely with local employers throughout the project both on the research and the development of provision phases.
In addition City Business Club (together with their partners The Argus, Red Seven and The Seattle Alias Hotel) hold monthly breakfast events for local employers and these can be utilised as opportunities for increasing employer involvement and interest.

We are already working in partnership with, and will continue to work with, a number of other organisations to ensure project success, and have consulted with and invited/received input from: 
Retail CoVE  (Central Sussex College, Hastings College of Arts and Technology, Sussex Downs College, Touchstone  form the CoVE partners).   Discussions have been held with Rosie Spooner and through her with Christine Brant
Tourism CoVE  (Chichester College is lead partner) Discussions held with Helen Ward, who has been contacted by Itziar Scerri-Leighton
BHTA . Discussions held with Connie Mahoney
Sussex Enterprise. Discussions held with Sean Jarrett
Rewards Training.  Discussions held with Marion Ward
City College Brighton and Hove WBL Centre

Brighton and Hove Connexions Careers Centre. Discussions with Richard Howsden

Working Links

We have also been in contact with the following organisations that have expressed support for the project and will continue to offer suggestions, feedback and provide input throughout the life of the project:

People First,  Go Skills (Barry Levene) Tourism SE, Skillsmart Retail (Jane Rexworthy), The Retail Action Group (Rosie Spooner) and the Skills for Productivity Alliance (Bill Chandler). 
BCP/ Equal OEEG. Claire Mitchell

These organisations have been invited as both observers as well as a consultancy/advisory role and will assist with the project monitoring and evaluation to ensure that the impact of the project matches the needs identified.
The Retail and Tourism CoVEs Steering Groups will provide specialist support for both phases of the project and assistance in ensuring the provision developed/delivered is fit for purpose and meets the needs of the employers.
I. 
Sustainability
i. Social progress which recognises the needs of everyone
The project will help address Objective 5 of the Regional Sustainable Development Framework by raising educational and achievement levels

and developing opportunities for everyone to acquire the skills needed to find and remain in work

The project will do this by being open to both employed and unemployed adults either working in, or wanting to work in the Retail or Tourism sectors. It is hoped the project will encourage employers to: 
· improve business productivity through more efficient use of resources.
· help to tackle skills shortages by providing training opportunities. 
· raise economic participation rates by providing employment to disadvantaged groups.
ii. Effective protection of the environment
Developing the local workforce is more sustainable for the local economy. A local workforce reduces the amount of time and resources used by the commuting of outside workers.
iii. Prudent use of natural resources

The project will be delivered in existing training provider/college buildings and employer premises and will not require any new build accommodation.  Where possible recycled products will be used and/or electronic methods of communication adopted in order to reduce the use of hard copy alternatives..
iv. Maintenance of high and stable levels of economic growth and employment
The project will aim to help address Objective 22 (To ensure high and stable levels of employment so everyone can benefit from the economic growth) and
Objective 23 (To sustain economic growth and competitiveness, and ensure a better distribution of economic  activity across the Region) through providing the means of up-skilling the Retail and Tourism sectors so that they can take maximum advantage of the opportunities that will be created for increased business by the Olympics in 2012.

There is also a recognised benefit to the local economy by recruiting from the unemployed, disengaged and disadvantaged sectors of the local population and offering them opportunities for both employment and skills development.
J.
Risk Assessment*
The main risks to the project would be:
	Risk
	Effects/Impact
	Probability Rating
	Actions to minimise

	Failure to recruit appropriately experienced and qualified Project Manager
	this would have an overall detrimental effect on the project and could result in delay on both phases
	Medium
	Ensure recruitment 

is undertaken as soon as possible 

and vacancy adverts are placed in appropriate journals

	Failure to recruit appropriately experienced and qualified Researcher
	This would have a serious effect on the research phase of the project
	Medium
	Ensure recruitment is undertaken as soon as possible and vacancy adverts are placed in most appropriate journals.

	Failure to get correct infrastructure in place for the start of the project
	will delay both phases of the project
	Low
	Begin planning infrastructure requirements and identifying staff for project now

	Delay in start and / or completion of research phase
	will have knock on effect with programme development and delivery timescales
	Low
	Ensure research “team” are selected, briefed and ready for the start of the project

	Lack of employer interest/commitment
	Project hinges on employers being actively involved.
	Medium
	Hold employer ‘events’ to promote the project etc.

	Low student recruitment numbers due to lack of take up by employers and/or prospective students
	this would decrease the predicted number of outputs and outcomes in phase 2


	Medium
	Ensure project is ‘marketed’ to employers and employees through networked employer consultations, flyers, and through the partner organisations Prospective learners can also be recruited via open evenings, careers events and prospectuses.


* The College has a full Risk Register and Management Plan into which this project will be incorporated, as part of the overall College Risk Strategy.
K.
State Aid

We have looked at the EU Commission Regulations regarding State Aid and, as far as we are aware our project does not contravene these.   We do not feel that the project will distort or threaten to distort competition within the European Union.
L.
Project Management
CCBH has wide experience of managing projects including Constructing Futures and First Footings both of which are highly successful innovative programmes offering quality training opportunities for the construction industry. 
We have a strategically focussed, highly experienced & qualified management team who oversee/monitor all projects to ensure quality and cost effectiveness is maintained and outcomes are delivered. City Business Skills work very closely with local employers offering a range of services to develop new courses and innovative delivery methods depending on business/employee needs.
The Lead Manager for the project will be Bob Tipping, Director for International Services and Partnerships.  Mr. Tipping has over many years within the FE sector developed and managed a range of projects.  He will be instrumental in the recruitment and line management of the Project Manager, and ensure that the infrastructure is in place for the start of the project.
We will also form a Steering Group which will comprise of:

· 2 CoVE representatives (1 form Retail and 1 from Tourism)
· 2 Employers

· 2 Sector Skills Councils (Skillsmart Retail and People 1st) representatives
· 1 Sussex Skills for Productivity Alliance representative
· 1 Delivery partners (Rewards, BHTA, Touchstone) representative
· 1 Sussex Enterprise representative
· 1 Business Community Partnership representative

· 2 City College Brighton and Hove representatives (Research Manager and Project Manager)

M.
Staff Responsible for Tasks

The following staff will have defined roles in the project and they will be supported by their teams:

Name


Role in Project



Organisation

Bob Tipping

   Lead Manager



CCBH

To Be Appointed
   Project Manager



CCBH

Robert Adams
   Research Co-ordinator


CCBH

To Be Appointed
   Researcher



CCBH

To be Appointed
   Administrator



CCBH

Nicky Jeffrey

   Project Development


CCBH

Itziar Scerri-Leighton  Manage Course Dev/delivery

CCBH

Marion Ward

   Manage Course Dev/delivery

Rewards

Conny Mahoney
   Manage Course Dev/delivery

BHTA

Rosie Spooner
   Manage Course Dev/delivery

Retail Exchange

Christine Brant.
   Manage Course Dev/delivery

Touchstone

N. 
Forward Strategy

The project will concentrate its forward strategy through longer term employer engagement, and provision of sector specific training opportunities that will enable the training/re-training of local people from Brighton & Hove in the important and growing sectors of Tourism and Retail.  
We feel the project will be financially sustainable after the end of the funded period as:

· Greater demand for training from the sectors  can be used as justification for requesting increased LSC funding of this area.
· It will result in provision of sector specific and focused training opportunities, covering a range of both accredited and non accredited, bite size and bespoke courses, with delivery through WBL or e-learning that will encourage employer commitment to investing in training for their workforce.
· We will bid for train to Gain funding for Retail and Tourism sectors.
In addition we feel the project will be strategically sustainable because:
· It will build trust between employer engagement agencies and develop a model for engagement in the City.  
· Prospective new job entrants to the sectors will see increased opportunities for career progression through training. 

· Employers will benefit from the increased skills development of their workforce.
· Careers Fairs can be used as a vehicle for promoting the results of the project.
O.
Costs and Funding (Appendix E)

Please see attached

P. 
Outputs/Targets (Appendix F)
Please see attached
