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1.
PURPOSE
Describe the purpose for undertaking this project and for doing it. Identify key needs that the project is designed to meet.
2.
PROBLEM STATEMENT
Describe the reasons for initiating the project with specific reference to the problem at hand.
3.
PROJECT DESCRIPTION AND SPONSOR
Describe the approach the project will use to address the problem at hand.
Describe who want the project to be implemented, and who will own and manage the project results once completed.
4.
PROJECT GOALS
Describe the department’s goal/s of the project. In this instance, departments need to describe “WHAT” must be done.
5.
PROJECT OBJECTIVES
Describe the department’s objectives of the project. Again, departments need to describe “HOW” the goals will be achieved. The goals must be broken down into activities to be carried-out.
6.
PROJECT DELIVERABLES
Indicate what the department wants to achieve with this project. List the major deliverables and the target dates for delivery. The list should reflect services delivered to the end user as well as the delivery of key project-related work.
	DELIVERABLES
	TARGET DATES

	
	

	
	

	
	

	
	


7.
PROJECT SCOPE
Indicate who will be covered and excluded by this project. Also align the project scope will the Seven Guiding Principles Underpinning Strategic Human Resource Planning in the public service.  
The scope defines project limits and identifies the services delivers by the project. It establishes the boundaries of the project and should describe services that are outside of the project scope.
	PROJECT INCLUDES:

	

	

	


	PROJECT EXCLUDES:

	

	

	


8.
PROJECT PLAN OUTLINE
The project will be conducted and implemented according to the phases described below.
· Phase 1:
Project start-up and setting strategic direction
Align this phase with the requirements of the Guidelines in terms of understanding government-wide and departmental mandate, strategic goals and objectives, and priorities.
· Phase 2:
Conducting environmental analysis
Align this phase with the requirements of the Guidelines in terms of the trends applicable to the department in the micro and macro environment as well as applicable labour market trends.

· Phase 3:
Conducting workforce analysis

Align this phase with the requirements of the Guidelines in terms of analysing staffing needs and availability as well as determining current and future requirements.
· Phase 4:
Demand and supply gap analysis

Gaps identified here should emanate from human resource challenges, the environmental scan, and workforce analysis conducted above. Some possible gaps that could be addressed during this phase might include the following:

· Recruitment and selection practices, retention strategies, employment equity representation, workplace skills plan to identify appropriate training needs, non-existence or ineffective strategies, etc.
· Phase 5:
Identification of HR priorities
A Nominal Group Technique can be utilised to identify human resource issues that need to be prioritised to address the challenges and gaps identified. The following are examples of issues that can be prioritised:

· Recruitment and selection, retention strategies, employment equity planning, training and development, performance management, career pathing and development, etc.

· Phase 6:
Consultation

Consult all relevant stakeholders, at all levels, before developing and implementing an action plan to source their buy-in, support, and commitment to the action plan.

· Phase 7:
Development and implementation of action plan
This phase will look at the review or formulation of comprehensive strategies to address identified gaps. Some of the issues that could be addressed include the following:
· Skills development, recruitment and selection, retention, employment equity planning, human resource development, performance management, etc.

· Phase 8:
Monitoring and evaluation of the HR Plan
During this phase, departments need to measure their progress towards achieving desired outcomes and adjusting the system accordingly. This must be done by conducting regular evaluation of the plan. It is important to note that the HR Planning process will be monitored departmentally, by the dpsa, the opsc, and the Office of the Attorney-General
· Phase 9:
Reporting 
During this phase, it is important that internal departmental reporting structures are established. Above that, annual reporting to the dpsa will become a prerequisite as well as ad-hoc reporting to any other relevant government structure or state organ.
9.
PROJECT RESOURCES
Suitable internal and external project team members must be identified and appointed, with special consideration to the person who will lead the team. The team should cut-across and be inclusive of all Branches within the department. The roles and responsibilities for the identified project team members must also be summarised below.
	MEMBER
	ROLE
	UNIT
	ROLE/RESPONSIBILITY

	
	Project leader
	HRM
	

	
	Project member
	IT
	

	
	Project member
	T&D
	

	
	Project member
	Finance
	


The project team will be directly accountable to the Project Steering Committee which consists of the members listed below together with their roles and responsibilities.
	MEMBER
	DESIGNATION
	ROLE/RESPONSIBILITY

	
	
	

	
	
	

	
	
	


10.
PROJECT TIME-FRAMES
In total, the project should take ± 3 months. Depending on the approval of the project plan, the following dates may apply:

Project start-up date:
xxxxxxxx

Project end date:

 xxxxxxxx
	PHASES
	START-UP DATE
	END DATE

	
	
	

	
	
	

	
	
	


11.
BUDGET IMPLICATIONS
List any financial implications applicable to the project
	REQUIRED INPUT/ITEM
	TASKS
	ESTIMATED BUDGET (R X 1 000)

	
	
	2008/09
	2009/10
	TOTAL

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	ESTIMATED PROJECT COSTS
	
	
	


12.
Roles and responsibilities
· Project sponsor
Describe the roles and responsibilities of the project sponsor

· Project manager

Describe the roles and responsibilities of the project manager 
· Project team
Describe the roles and responsibilities of the project team
· Project steering committee

Describe the roles and responsibilities of the steering committee 

13.
ASSUMPTIONS
Describe any project assumptions related to the department, resources, scope, expectations, or schedules that the project depends on.
14.
RISKS
Describe any project risks anticipated or being imposed in areas such as budget, resources, interfaces, support required, etc. These are risks that may impact on successful completion of the project. It is important to also identify the probability of occurrence and expected impact of the risk if it occurs. 
A 3-point scale where 1 is the lowest and 3 the highest can be used below.
	RISK DESCRIPTION
	PROBABILITY
	IMPACT

	Lack of adequate resources
	2
	2

	
	
	

	
	
	


What are the risks to the department if we don’t do this project, or if the project is unsuccessful?
15.
CONTINGENCY PLANS
Describe the possible measures that have been put in place to overcome the identified risks.
16.
PROJECT COMMUNICATION
Describe measures on how the project will be communicated to all relevant stakeholders with regard to the processes being embarked upon, and how them.
17.
PROJECT CHARTER APPROVAL
This Project Plan has been reviewed and approved by me (insert name) in my capacity as ……….. and I am satisfied and concur with its content and deliverables.
	NAME
	

	DESIGNATION
	

	SIGNATURE
	

	DATE
	


18.
REVISION HISTORY
Identify document changes on the project
	VERSION
	DATE
	NAME 
	DESCRIPTION

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


19.
PROJECT PLAN APPENDIX
Include any relevant appendixes
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