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PLANNING YOUR PROJECT
More detailed information about project planning is provided as part of the PROJECT LEADERS’ HANDBOOK and as part of our Project Leaders’ Training.

There are many different ways to plan your project. The key things though are to define your aims and objectives, and to draw up a workplan.

A good plan will show community partners that you are serious and have thought about your project, and is vital to show to prospective funders like the VSU Small Grants Panel.

SETTING AIMS AND OBJECTIVES

It’s important to clearly state what you’re trying to achieve, and how you’re going to do it. This is known as setting aims and objectives.

Your aims are the changes you are trying to make. Aims tend to start with words that indicate a change – to increase, to reduce, to improve, etc. They should relate to the community need identified earlier.

Your objectives are the activities that you will be doing to achieve your aims. For example – to run 5 drama workshops with local schools by June 2012.

Objectives should be SMART – i.e.

Specific (is it clearly defined?)

Measurable (how will you know if you’ve completed the objective?) 

Achievable (Do you have the resources and time to do it?)

Relevant (Does your objective relate to your aims?)

Timed (have you set a date by which it will be completed?)

WRITING A PROJECT PLAN

Now that you’ve got your objectives, you’ll need to write your Project Plan. This is simply a list of who does what, and when they’ll do it. 

Having a written-down plan is essential to your project. It enables you to clarify your ideas, communicate them to other people, and ensure that everyone on your project is in agreement about what needs to be done. 

To write your project plan, simply get together with the rest of the team and write down all of the things that need to get done to make your project a success. Look at each of your objectives, and try to break it into as many component parts as possible. 

Also, include activities that you need to do regularly, like have team meetings, or filling out volunteer rotas.

Some of the activities you might need to include are:

· Attend Project Management Training

· Project Leader meetings

· Recruitment sessions for volunteers

· Selection Meetings

· Write volunteer role descriptions

· Training

· Initial Meeting with VSU Support Worker

· Submit Project Plan 

· Make small grant application 

· Create publicity

· Meetings / liaison with community partners

· Regular meetings with volunteers

· Risk Assessment / Activity Registration completed

· Evaluations forms sent to all volunteers

· Evaluation forms sent to other partners

· Volunteer Socials

· Handover meeting

Once you’ve identified all that needs to be done, you’ll need to decide what order it needs to be done in, and at what time.

Do this by filling in the project plan grid. You can find an example (from a citizenship education project) below. The VSU can provide a blank. 

Remember that tasks will invariably take longer than you originally plan, so schedule in adequate amounts of time! Also, try to account for busy periods (e.g. exams, essay deadlines) and periods when other people might not be around (e.g. holidays). You can mark in other events (e.g. term dates and reading weeks) in your chart as well to remind you. If you’re working with a school, you’ll need to consider their term and half–term dates.

CITIZENSHIP & CRIME – SAMPLE PLAN

	
	How long will it take?
	Start
	Finish
	Who is in charge of this?

	START PROJECT
	
	15-Sep
	
	

	FUNDING
	
	
	
	

	Draw up budget
	2 wks
	15-Sep
	28-Sep
	Neil

	Apply for VSU small grants fund
	2 days
	29-Sep
	30-Sep
	Neil

	Hear back from VSU grants panel
	
	14-Oct
	
	

	Purchase materials
	2 days
	24-Nov
	25-Nov
	Ilona

	VOLUNTEER RECRUITMENT
	
	
	
	

	Draw up volunteer role, including person specification
	1 day
	15-Sep
	15-Sep
	Neil

	Prepare recruitment letter, letters to referees, information pack for volunteers
	1 day
	15-Sep
	15-Sep
	Neil

	Send out recruitment email via VSU
	1 day
	30-Sep
	30-Sep
	Neil

	Send out recruitment email via law department
	1 day
	30-Sep
	30-Sep
	Neil

	Design and print posters
	2 wks
	16-Sep
	29-Sep
	Ben

	Put posters up around Law dept and UCL
	1 day
	03-Oct
	03-Oct
	Ben, Neil, and others

	Attend Volunteering Fair
	1 day
	03-Oct
	03-Oct
	Neil to draw up rota

	Collect names and email addresses of interested students
	3 wks
	03-Oct
	21-Oct
	Neil

	Run first information session
	1 day
	11-Oct
	11-Oct
	Neil/Amrita

	Run second information session
	1 day
	19-Oct
	19-Oct
	Neil/Amrita

	SCREENING
	
	
	
	

	Ensure all volunteers provided with CRB forms and details
	2 wks
	11-Oct
	24-Oct
	Amrita

	Ensure all students are given VSU registration forms
	1 day
	11-Oct
	11-Oct
	Amrita

	Pass registration forms to VSU
	1 month
	11-Oct
	11-Nov
	Amrita

	Get list of students who have clear CRB forms and references from the VSU
	1 day
	08-Dec
	09-Dec
	Amrita

	Chase up students who've not returned references or CRB forms
	1 day
	08-Dec
	09-Dec
	Amrita

	Chase up students who've not returned registration forms
	1 day
	08-Dec
	09-Dec
	Amrita

	TRAINING
	
	
	
	

	Prepare briefing for trainer
	1 wk
	15-Sep
	21-Sep
	Ilona

	Send out brief for trainers
	1 day
	22-Sep
	22-Sep
	Ilona

	Choose trainers
	1 day
	17-Oct
	17-Oct
	Ilona/Neil

	Set date for training
	1 day
	18-Oct
	18-Oct
	Ilona

	Book room for training
	1 day
	26-Oct
	26-Oct
	Ilona

	Send confirmation of training to volunteers
	1 day
	27-Oct
	27-Oct
	Ilona

	Send reminder to all volunteers about training
	1 day
	04-Nov
	04-Nov
	Ilona

	Hold training
	1 day
	14-Nov
	14-Nov
	Ilona

	IDENTIFYING SCHOOLS
	
	
	
	

	Draw up list of things to discuss with schools
	1 day
	15-Sep
	15-Sep
	Maggie

	Get list of schools
	3 days
	15-Sep
	19-Sep
	Maggie

	Contact schools we worked with last year
	1 day
	17-Oct
	17-Oct
	Maggie

	Send email to new schools
	1 day
	24-Nov
	24-Nov
	Maggie

	Follow up with hard copy
	1 day
	25-Nov
	25-Nov
	Maggie

	Follow up with phone call
	2 days
	12-Dec
	13-Dec
	Maggie

	PREPARATORY WORK WITH SCHOOLS
	
	
	
	

	Meet with schools - identify group sizes, dates, procedures
	3 wks
	10-Jan
	30-Jan
	Maggie

	Follow up each meeting with written notes and project partner agreement.
	3 wks
	17-Jan
	06-Feb
	Maggie

	Week before each event - follow up email confirming arrangements
	1 day
	01-Mar
	31-Mar
	Maggie

	Day before each event - follow up email and/or phone call confirming arrangements
	1 day
	07-Mar
	03-Apr
	Maggie

	Draw up evaluation forms for young people.
	
	
	
	

	RUNNING THE CONFERENCES
	
	
	
	

	All student registration forms must be returned
	0 days
	13-Dec
	13-Dec
	Neil

	Ringing students before to confirm attendance
	1 day
	07-Feb
	07-Feb
	Neil

	First conference
	1 day
	08-Mar
	08-Mar
	Neil

	Collect evaluation forms from young people during conferences
	4 wks
	08-Mar
	06-Apr
	Maggie

	Last conference
	1 day
	06-Apr
	06-Apr
	Neil

	FOLLOW UP WORK
	
	
	
	

	Write to schools to thank for participation, and to send evaluation form
	1 day
	07-Apr
	07-Apr
	Neil

	Meet with participants for debrief for whole programme 
	1 wk
	24-Apr
	28-Apr
	Neil

	Write evaluation report
	2 wks
	09-Jun
	22-Jun
	Neil

	PROJECT END
	
	
	22-Jun
	


Note that the person in charge of each action is responsible for making sure it happens. They might get other people to help or delegate it.
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The chart also makes a useful agenda for your meetings – that is, a list of items to discuss. At each meeting, each person gives an update on the areas they’re responsible for. In this way, you can monitor progress and make changes to the plan as necessary.
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