Enhanced Programme project planning workshop
Planning your Enhanced Programme
The process below is designed to help LVEP teams plan their Enhanced Programme.
	Aims

	To:
· familiarise LVEP teams with the Enhanced Programme
· develop the team’s ‘buy in’ and support 
· produce a project plan for the process


	Objectives

	By the end of the process, LVEP team members will have:
· understood more about the Enhanced Programme, its purpose, aims and objectives
· had the opportunity to explore the Enhanced Programme section of the toolkit themselves
· considered the tasks needed to complete the Enhanced Programme
· identified an owner for each activity, along with a timeline for completion of the process as a whole
· developed a list of stakeholders within the process and how they might be included
· considered any risks within the process and identified ways to mitigate these


	Duration

	One x three hour session


	Resources

	To run the session you will need:
· one person to facilitate the session
· projector and screen
· flipchart and pens
· ‘sticky notes’


	Before the project planning workshop

	· share the date for the workshop with your LVEP team
· invite team members to read through the section on the Enhanced Programme in the destination toolkit, prior to the meeting


	Enhanced Project Planning Workshop

	· outline the objectives (above) and agenda for the session
· run through the Enhanced Programme presentation with your team
· invite questions and check for understanding
· write the first objective of the Enhanced Programme on a flipchart
· ask team members to think of the tasks needed to achieve that objective
· write each response on a separate ‘sticky note’ and place this on the flipchart underneath the first objective
· stick this flipchart to the wall so that it can be seen throughout the rest of the process
· repeat the steps above for each of the remaining objectives

By the end of this stage, you will have several pieces of flipchart paper, one for each of the programme objectives, plus one for each additional objective you have identified. You may want to photograph the contents of each page before moving on to the next step, which is to:

· invite team members to take a look at the tasks on the flipcharts and to group any elements which they feel belong together e.g. some tasks may actually be smaller actions within a bigger task.
· transfer the tasks, whether these are on individual sticky notes or grouped, onto a large table or wall area
· invite the team to move the tasks and arrange them into a time sequence. This will also help to identify interdependencies between tasks. As a rough guide, the Enhanced Programme is likely to take around 24 months to complete. Putting an intended start and end date on the process will help you to create your project timeline
· identify an ‘owner’ for each task
· photograph the timeline you have created so that you have a record and agree who will type up the information as part of your project plan

The next part of the process is to use the ‘sticky notes’ method above to:

· identify your stakeholders. This will support you in developing a communication and engagement plan
· identify any potential risks within the programme and consider how you can mitigate these
· ensure that these details are added to the other information you have created to form your project plan.

To finalise the process, identify:

· next steps with agreed dates for identified actions to be completed 
· the date for your next meeting.
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