Identifying Tasks and Deciding Who Will Do What

Based on the suggested format of the plan, a number of tasks can be identified.  The Facilitator will highlight these tasks and seek agreement from stakeholders as to who will carry out each of the tasks within an agreed time-frame.  The table below outlines the tasks to be completed.  This table can be completed with the agreement of stakeholders.

	Task
	Who Will Carry Out Task

(can involve one or more individuals)
	Date/Deadline for Completion

	Write up background to QFI


	
	

	Document Profile of the Learners


	
	

	Type up History of Centre

(based on Exercise started in Session 1)
	
	

	Type up centre mission statement, Aims and Objectives (unless these already exist in suitable format)
	
	

	Write up outline of the programme delivered in the centre and the staff team
	
	

	Carry out Review with Learners


	
	

	Carry out Review with Management


	
	

	Carry out Administration Review


	
	

	Carry out other Review/s


	
	

	Type up SCOT Analysis


	Facilitator
	

	Type up tables of actions (based on the tables drafted by the planning team)
	Facilitator
	

	Type in priority areas


	Facilitator
	

	Collate Plan on computer

	
	

	Organise Introduction


	
	

	Inform Relevant Stakeholders of the dates for Planning Sessions


	
	

	Write up contact details and acknowledgements
	
	

	Check plan for mistakes, spelling, grammar, layout


	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


