
Implementation Plan 

Please provide an implementation plan in the form of a Gantt Chart to be attached at Annex 
Z and supporting narrative that shows how you will ensure that service delivery commences 
between 8 and 13 weeks after the contract commencement date and meets the required 
standards from the start.  

Your response should include: 

 The date on which you propose to commence service delivery 

 Key milestones, including start and end dates and a named lead for each activity 

 The timeline for staff recruitment and training 

 The timeline and key activities to secure and set-up your proposed delivery locations 

 The critical path and interdependencies 

 A narrative to expand on the Implementation Plan which identifies all key risks and 

how these will be mitigated and managed 

Please note that a page limit does not apply to the implementation plan to be provided 

at Annex Z. 

Insert your supporting narrative in the pre-set, shaded space on the following pages.  
Your response MUST be limited to 2 sides of A4. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Our Innovation & Change (I&C) Team (Associate Director & four Implementation 
Managers (IMs)) will be responsible for implementation & have a track record of 
successfully mobilising new contracts, e.g. £27m service in N.Ireland, mobilising five 
Reed & nine subcontractor sites, 10 partners, 40 staff in three months). Our IM has 
developed an Implementation Plan (IP) identifying tasks, responsibilities & critical 
path (highlighted in bold in the attached plan) to ensure delivery starts on 8/8/16 & 
transfer to Business As Usual (BAU) by 19/8/16. The IM is responsible for contract 
mobilisation & will track progress against the IP. Each workstream in the IP has an 
assigned lead who will report progress to the IM daily. The IM will update the IP & 
report progress weekly to the Board, who will authorise additional resource if 
required. We have identified key risks & describe our mitigation activities below. 

Assurance & Quality (A&Q): Owner, REDACTED, Head of A&Q. Will identify & 
implement any necessary adaptations to ensure our participant management 
system, Orion, is able to produce all required MI for performance management & 
reporting to DWP, e.g. cohort performance. Will develop a Process Manual for the 
contract outlining all systems & processes (e.g. evidencing short/sustained job 
outcomes) that is briefed to Reed, F1 Training (F1) & College of West Anglia (CWA) 
staff. Workstream milestones include changes to our MI system, Orion, complete by 
3/6/16 & creation of Process Manual by 15/7/16. Key risks: Delay in changes to 
Orion. Systems/processes not fully embedded. Mitigations: Orion has been used on 
our previous DWP/ESF contracts, e.g. DWP ESF Families, & can be quickly adapted 
to different contract requirements & MI reporting needs. Our A&Q team has already 
begun to map Orion requirements & conducted a full analysis of the specification, 
participant journey & contractual requirements. Between bid submission & contract 
award they will continue to develop draft systems/processes to enable quick 
development of the Process Manual & Orion at contract award.                              

Property: Owner, REDACTED, Director of Property. Will ensure our Cambridge & 
Peterborough sites are ready for go-live. Key milestones include leases signed by 
4/5/16 & fit-out complete by 22/7/16. Key risks: Properties not available at contract 
award, property fit-out not complete by go-live. Mitigations: We have identified 
contingency properties, e.g. 48 Broadway, PE1 1YW, if our first choice(s) become 
unavailable. If there is unexpected delay in office set-up we have identified further 
contingency including: use of serviced offices, temporarily locating Keyworkers in 
existing Reed Group offices (in Cambridge & Peterborough) & local partner premises 
such as Together for Families office in Cambridge. The Property team will then use 
their network of agents across Cambs & Peterborough to source a new office 
location. Our Property team maintains a list of preferred suppliers to complete office 
fit-outs who can be engaged at contract award & briefed on requirements/timescales.                                                                                                                          

Staffing & Training: Owner, REDACTED, Head of HR. Milestones include: 
interviews between 16/5/16 & 27/5/16 & start dates agreed by 17/6/16. Key risks: 
Recruitment/training of staff not complete for go-live. Mitigation: Reed will have 1 
Team Manager & 4 Keyworkers in place by 8/8/16 (& reach peak staffing by July 16). 
To achieve this, we will use our pool or pre-screened candidates who can be 
contacted immediately on contract award. We can also engage directly with our 
sister company Reed Specialist Recruitment who have a database of 3.4 million 
searchable CV's. F1/CWA already have all contract management & delivery staff for 
in place & do not need to recruit. Should they need to recruit further staff, our HR 
team will provide all necessary recruitment & training support.                               
Supply Chain: Owner, REDACTED, Implementation Manager. Finalises 



agreements & contractual terms & conditions. All workstream actions finalised by 
29/7/16. Key risks: F1/CWA not mobilised for go-live. Mitigation: F1 has existing staff 
(2 FTE) & has already identified an office in Bury St Edmunds that can be quickly 
mobilised for delivery. CWA has existing staff (4 FTE) & property (Kings Lynn & 
Wisbech campuses). Both have strong links with local delivery & referral partners, 
e.g. F1 has a strong relationship with JCP in Bury St Edmunds, to enable them to 
meet go-live timescales & hit initial KPIs, e.g. REDACTED referrals by Jan 2017. We 
will provide a full induction to F1/CWA staff, including an introduction to working with 
Reed, policies and procedures, knowledge of the contract requirements, systems & 
ICT training and financial modelling support. We have also identified & held initial 
discussions with contingency providers with the required capacity & experience who 
can be quickly mobilised should F1/CWA withdraw during or after implementation. 
Stakeholders: Owner, REDACTED, Partnership Manager. Ensures all referral 
partnerships, co-location arrangements & strategic partnerships are finalised to meet 
initial contract-wide performance KPIs such as REDACTED referrals by Jan 2017. 
All workstream actions completed by 26/7/16. Key risks: Arrangements not in place 
to drive referrals. Arrangements with complementary services not in place to support 
participants. Mitigations: We have already secured agreement in principle to run 
outreach sessions from all nine local JCP offices to drive referrals. We have also 
engaged Cambridgeshire Council, Peterborough Council, Circle Housing & Cross 
Keys Housing to discuss joint-working & referrals. All details will be handed to our 
I&C team so formal agreements are in place for go-live.                                            
Marketing & Comms: Owner, REDACTED, Marketing Manager. Will create contract 
& cohort-specific marketing materials & media strategy. All workstream actions 
completed by 13/6/16. Key risks: Marketing & communications plan not complete & 
promotional materials not available for participant engagement activities. Mitigations: 
Our experienced marketing team have the capacity to complete all tasks in the IP & 
will begin developing the Marketing plan between bid submission & contract award. 
We have existing templates, already used on current ESF contracts, which can be 
quickly adapted for this contract & submitted to DWP for approval. Our existing links 
with designers & printers will enable the production of professional & engaging 
materials at short notice if required.                                                                Training 
Products: Owner, REDACTED, Head of Curriculum & Training Development (CTD). 
Ensures all products & interventions are developed & adapted for service delivery 
commencement & trains staff in their delivery. All workstream actions completed by 
17/6/16. Key risks: Materials not ready for contract start. Mitigations: Our participant 
journey includes tested products that are already fully developed & used on 
employment & skills contracts. The CTD Team has capacity to make any 
amendments, e.g. tailoring our Mindset course to the specific needs of Cambs & 
Peterborough employers, between contract award & go-live. 

Our I&C Team has already begun pre-implementation activities & engaged all 
workstream leads to ensure contract understanding. The I&C team will manage the 
programme up to BAU where they will hand over responsibility to the Operations 
Manager. We have ensured a rapid build-up of frontline staff so BAU occurs early 
(by 19/8/16) & to enable achievement of early KPIs, e.g. REDACTED job starts by 
Jan 2017. 

 


