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Project Plan Template

A project plan may assist your child care service to prepare a sequence of actions, steps and activities to achieve specific goals in relation to a project, for example, some capital works to your child care space such as updating an outdoor play area.

Project plans may assist your child care service to reduce the time and effort of achieving the goal and can act as a roadmap to guide the management of stakeholders and resources.

What information may be included in a project plan?

This Project Plan Template can assist your child care service to develop an action plan for your project.

Essential sections in a project planning template include:

· project scope and objectives, which may include information about the background to the project, objectives of the project and the scope
· detailed project plan, which outlines the timelines allocated to achieving the project deliverables
· tasks that need to occur during the specified timeframes and any assumptions that have been made which may impact on the delivery of the project
· project governance, which proposes the roles, responsibilities and relationships between key stakeholders involved in the project
· stakeholder and communication management, which may assist your service to identify stakeholders and how these stakeholders can contribute to the project.
Some of these sections may not apply to your child care service and may need to be adapted to best suit your need.

Name of Project

Project Plan

Purpose

The purpose of this document is to describe and agree on the scope, objectives, milestones and governance arrangements for [name of project] for [name of child care service].

Scope of this document

The Project Plan sets out what has been agreed between [the service, its members, and any contractors] in relation to the delivery of the [project name]. It will be used as a reference document throughout the project to ensure that all parties are aligned in their understanding of the project’s objectives, activities, ways of working and support processes.

It incorporates the:

· project scope and objectives
· project milestones, deliverables and key dates
· roles and responsibilities and associated governance structure
· identification of key stakeholders.
Intended audience

This document is intended to provide information to the following (for example):

· management
· staff involved in implementing the project
· documentation for communication with key stakeholders, such as, community organisations, schools, local government, families and the local community.
Project scope and objectives

Background

Provide a summary of why the project was initiated and steps undertaken to date. For example, the outdoor play area is outdated and needs refurbishing. [Child care service name] applied for funding and fundraised with the local community to refurbish the outdoor area.

Objectives

Discuss the objectives of the project e.g. capital works due to roof damage, where the overarching objective is to provide a safe environment for the children.

Scope

The scope of the project, for example refurbishing a room of the child care centre to add kitchen facilities.

Detailed Project Plan

Timing of key deliverables

Outline the timing expectations for the delivery of the project. For example, new IT software to be put in place and to be running properly in six weeks’ time. Activities can occur concurrently but could be influenced by external factors such as the availability of the required equipment and installers, building permits etc.

The table below sets out the expected timing of each deliverable if the project proceeds as planned.

Table 1 - Examples of key deliverables
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Deliverable
Timeframe

	Project initiation meeting
	Date

	
	

	Community engagement
	Initial stakeholder assessment and strategy – who needs to be involved? What

	plan
	messages need to be communicated and by when?

	
	

	Regular project
	Progress reports for project, including project milestones

	management reports
	

	
	

	IT system running
	Date, bug fixes (approximate timeframe for resolution)

	
	

	
	


Detailed Project Plan

The sub-activities for each phase of the project need to be scheduled and set out according to what tasks need to take place to feed into each progress report, i.e. the tasks that need to take place to ensure the project is completed on time and on budget.

Assumptions

Outline any key assumptions that the project team has made in relation to the project being delivered. For example, the new play fort we have ordered will arrive on the scheduled day, the tradesmen who will be installing the play fort will have the equipment they need and not run into any unforeseen circumstances during the installation, etc.

Project governance

The internal and broader governance of the project will be crucial to managing and driving the progress of the project. Project governance will include the roles, responsibilities and relationships between the child care service project team and the contractor.

The child care service and the contractor will nominate team members who will work across the entire project. Each team member has clearly defined roles and responsibilities as specified in the figure below.

Figure 1 - Example of a project team structure
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State the terms of engagement, and key roles for the individuals on the project, for example:

· The project managers will work closely together, meeting regularly to keep the project on track and manage quality and consistency across all work strands and deliverables. They will draw on the input of the project director and leadership teams when their expertise or sign off is required.
· The child care service project manager will be responsible for performing the day-to-day activities of managing project communications, risk management, timeline management and consistency of reporting and deliverables. They will ensure the quality and rigour of the approach, reporting and manage the flow of information to save time and resources.
Project management and progress meetings

List any elements which would support the delivery of the project, for example:

It is anticipated that regular, formal project management and progress meetings will support the delivery of the project. These can be convened either fortnightly or monthly depending on the length of the project and timelines for the delivery of the project and key milestones.

Community engagement

The approach to community and family engagement relies on identifying and managing these stakeholder groups so that they are committed to and/or are appropriately informed about the project, and can contribute to its successful delivery. Any plan must take into account the time and external pressures which families, parents, and/or communities are already facing. You should take into account if there are any other major changes occurring for your families.

Stakeholder assessment

This initial stakeholder assessment and strategy provides an overview of how to engage different stakeholders.

	Table 2 Example of stakeholder assessment
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	Stakeholder
	
	
	Purpose of
	
	
	Primary channels of
	
	
	Anticipated timing and frequency

	
	
	
	
	
	
	
	engagement
	
	
	

	
	group
	
	
	engagement
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	Internal Service Project Supporters
	
	
	
	

	
	
	
	
	
	
	
	
	

	Project
	
	Sign off of key legal
	
	Meetings, email and
	
	
	As required

	leadership team
	
	documents
	
	phone (as appropriate)
	
	
	Anticipated to be frequent and

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	Understand levels of
	
	Formal presentations (as
	
	
	regular

	
	
	
	
	support, limitations
	
	appropriate)
	
	
	

	
	
	
	
	which should be
	
	Primary contact through
	
	
	

	
	
	
	
	heeded
	
	
	
	
	

	
	
	
	
	
	
	(child care service
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	director) and contractor
	
	
	

	
	
	
	
	
	
	
	leadership
	
	
	

	
	
	
	
	
	
	

	
	Other key stakeholders
	
	
	
	

	
	
	
	
	
	
	
	
	

	Families/
	
	Understand project
	
	Project team issues a
	
	
	As required during initiation and

	Community
	
	and current progress
	
	newsletter to parents
	
	
	delivery of project

	groups/
	
	Know outcomes and
	
	about the new jungle
	
	
	

	Prospective
	
	
	
	gym
	
	
	

	
	
	impacts to service
	
	
	
	
	

	parents etc.
	
	
	
	
	
	
	

	
	
	while the project
	
	Face-to-face
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	takes place
	
	communications when
	
	
	

	
	
	
	
	
	
	
	families come to pick up
	
	
	

	
	
	
	
	
	
	
	children, email and
	
	
	

	
	
	
	
	
	
	
	phone (as appropriate)
	
	
	

	
	
	
	
	
	
	
	
	
	
	



