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Project Management

Policy	The organisation provides project management processes to ensure:
	outcomes or deliverables are planned and achieved
	task and resources required are clearly planned and stated
	timelines for key milestones and quality standards are planned and met
	project is completed within budget.



What is it? 	Project management is about planning, controlling and making decisions about projects.

Projects have a definite beginning and end.
Project management uses tools and techniques to manage the project so that it meets the requirements, is completed on time, within budget and to the required quality.

	With all projects, there will be the risk that something will not go according to plan.

	Examples of risk include:
	delays in recruitment of suitable staff
	computer breakdowns
	major disruptions in community e.g funerals
	lack of cooperation from other key stakeholders
	weather, wet season, cyclones
	poorly designed model of service delivery
	inadequate funding.


Adopting a sound project management approach will help ensure associated risks are identified and managed. There will be a greater likelihood of a successful project outcome.

Definitions	Project Officer is the employee who is appointed to manage the project and ensure project outcomes are achieved.

	Project team is the group of employees, volunteers and other stakeholders appointed to participate in and complete project activities.

	Project reference group is sometimes set up to provide advice to the project team. The reference group tends to include stakeholders and representatives from key target groups.

	Project scope is a statement that provides an overall vision and focus of the project. For example, the project scope could be This project provides for the development of a training program designed to enhance the policy development of staff within the organisation. 

	Project outcomes are the planned achievements of the project. The outcomes are achieved by meeting project deliverable and milestones. For example, an outcome or deliverable could be Staff will develop skills which enhance their ability to effectively develop and implement policies and procedures.

	Project milestones are “progress markers” that identify the completion of key events or tasks within the life of a project. For example, milestone could be the development of communication strategy by June 30.

	Project deliverables are the products, services or practices that may be produced in order to meet the identified project outcomes. For example, to achieve the objective stated above, a project deliverable could be A Policy Training Kit - designed to assist staff develop skills in policy development. 

Procedure

Step 1	Planning the project
The Project Officer must consult with the Manager to determine the following in relation to the project:
	scope – statement regarding the purpose of the project and project boundaries (i.e. what’s in and what’s out) 
	resources required (human and physical)

budget for salaries and other costs to be incurred in undertaking the project.
risk management - factors that might impact on the progress of the project and how these risks will be managed
	outcomes – these are the intended benefits of the project
	deliverables – how you will see when the project is completed
	milestones – timeframes for different stages of the project 
resources required (human and physical).

These components should be included by the Project Officer in the Project Management Plan.  The Project Management Plan must be submitted to the Manager for approval.  For more complex projects, a Gantt chart (project schedule) and detailed budget should be completed and attached to the Project Management Plan.

Funds and other resources will not be released until the Project Management Plan is approved.



Step 2 	Monitoring the project
The Project Officer must:
	communicate regularly with the Project Team  and Project Reference Group, where applicable
	monitor project issues and manage resolution
	monitor project risks and manage impact on project

monitor compliance to agreed quality standards and timelines
monitor budget costs
report regularly to the Manager, Management Committee and other stakeholders.

The Project Officer must report on these issues by communicating and or completing a Project Progress Report at intervals specified by the Manager.  Any critical issues which arise and not identified in the risk management strategies in the Project Management Plan must be discussed with the Manager. All changes which affect timelines, budget and resources should be identified and documented in the Project Progress Report.

Step 3	Final report and evaluating the project
On completion of the project, the Project Officer, Manager or independent evaluator (where separately funded) should evaluate the project in terms of the following:
	achievement of project outcomes and deliverables

timelines in relation to project milestones
actual costs vs budgeted costs
problems encountered and strategies used to manage these problems
learnings. 

The Project Officer must complete a Final Project Report within 10 working days of the project finishing. The report must document the issues above and be forwarded to the Manager with all other project documents. If the project is complex, a detailed budget showing variances should be completed and attached to the Final Project Report.

The Manager must sign the Final Project Report to verify that the project objectives and deliverables have been accepted.


Related documents	
Risk Management Policy and Procedure
Risk Register

