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

	Awareness Campaign
	
	
	
	
	

	To ensure a strong level awareness of the Project with relevant local employers
	HIGH
	· Employer Sign Up
· Employer Meetings

· Employer E-list
	CM
CM
CM
	· CM’s Time

· F.O.C Venues across the City
· CM’s web services


	Ongoing


	Network of Employers 
	
	
	
	
	

	Set up an employer network to work on this Project
	HIGH
	· Select appropriate local employers passionate about training and learning
· Create Employer Pack detailing Project and employer requirements

· Introductory Meetiny

	CM

JR

CM & JA
	· CM’s Time

· Employer Pack

· Venue

· Presentation


	April 2009
June 2009



	Work Placement Mentors within Businesses 
	
	
	
	
	

	Identify mentors within businesses to take responsibility for placementees
	MED
	· Explain the requirement for mentors
· Create paperwork and process to select and support mentors with employer involvement

· Identify mentors within employer network

· Sign them up to programme
	CM
CM

CM

CM
	· CM’s Time
· Mentor Packs

· Employers Input 


	June 2010

	Work Placement Tool Kit
	
	
	
	
	

	Tool Kit for both Employers and work placement candidates outlining all elements of the process and structure


	MED
	· Creation of process using a combination of existing Routeway paperwork and EES paperwork

· Creation of templates capturing each stage of the process; i.e. work placement description, employer contract

· Employer input into above two tasks

· Comparison with French processes and paperwork to ensure best information is used

· Finalised Templates to be shared by all interested parties and stakeholders such as People’s First
	CM

CM

Employers

CM, JA

ALL
	· CM’s Time

CM

Employer’s Time

CT, JA, CM

ALL
	April 2010

	Good Practice Charter
	
	
	
	
	

	Charter of Good Practise between the French and British Partners outlining the Project and it’s intentions
	LOW
	· Charlie Turner and French colleague have already started the Charter; CM to view

· CM to present to employers for their input

· Employers to Sign it
	CT

CM

CM

Employers
	· CT to email it

· CM’s Time

· Employer’s Time


	Nov 2010



	Communication Protocol for Employers
	
	
	
	
	

	Creation of a communication method designed to keep employers up-to date with all relevant Project information
	MED
	· E-List

· Employer’s input into most suitable format and frequency

· Newsletter; JA and KB to inform CM of all relevant information?
	CM

Employers

JA, KB, CM
	· CM’s Time

· JA & KB’s Time
	Post 20.01.10 Employer’s Meeting

	
	
	
	
	
	

	Work Placement Tool Kit
	
	
	
	
	

	Tool Kit for both Employers and work placement candidates outlining all elements of the process and structure


	MED
	· Creation of process using a combination of existing Routeway paperwork and EES paperwork

· Creation of templates capturing each stage of the process; i.e. work placement description, employer contract

· Employer input into above two tasks

· Comparison with French processes and paperwork to ensure best information is used

· Finalised Templates to be shared by all interested parties and stakeholders such as People’s First
	CM

CM

Employers

CM, JA

ALL
	· CM’s Time

CM

Employer’s Time

CT, JA, CM

ALL
	April 2010

	Good Practice Charter
	
	
	
	
	

	Charter of Good Practise between the French and British Partners outlining the Project and it’s intentions
	LOW
	· Charlie Turner and French colleague have already started the Charter; CM to view

· CM to present to employers for their input

· Employers to Sign it
	CT

CM

CM

Employers
	· CT to email it

· CM’s Time

· Employer’s Time


	Nov 2010



	Communication Protocol for Employers
	
	
	
	
	

	Creation of a communication method designed to keep employers up-to date with all relevant Project information
	MED
	· E-List

· Employer’s input into most suitable format and frequency

· Newsletter; JA and KB to inform CM of all relevant information?
	CM

Employers

JA, KB, CM
	· CM’s Time

· JA & KB’s Time
	Post 20.01.10 Employer’s Meeting

	Evaluation of Project by Employers
	
	
	
	
	

	Feedback on employer’s experience of the Project to improve future work involving employers
	LOW
	· Meeting to be arranged towards end of Project 

· Creation of an Evaluation Template to be used

· Writing a Report on Findings

· Presenting to ALL interested parties
	CM

CM

CM

CT, KB
	CM’s Time

CM’s Time

CM’s Time

CT, KB Commitment


	August 2011
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