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[2.16.1] Implementation Plan 
 
Please provide an implementation plan in the form of a detailed Gantt Chart to be 
attached at Annex Z showing the critical path and interdependencies with supporting 
narrative.  

 

Please show 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 the 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 timeline and key activities for agreeing a SLA with Local Authorities 

 A narrative to expand on the Implementation Plan which: identifies all key 

risks (e.g. delays to securing premises, recruiting staff, IT etc.); provides a 

RAG (Red, Amber, Green) rating for each of these; and explains how they will 

be mitigated and managed, including the timeframe for doing so to ensure 

that service delivery will still commence on your proposed date 

 

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. 
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Our Implementation Team (Director & REDACTED Implementation Managers (IMs)) 
will be responsible for implementation. Their track record of successfully mobilising 
new contracts includes our REDACTED (REDACTED Reed & REDACTED 
subcontractor sites, REDACTED partners, REDACTED staff in REDACTED 
months). The team has created an Implementation Plan (IP) identifying tasks, 
responsibilities & critical path (bold in Annex Z) to ensure delivery starts on 
REDACTED REDACTED & transfers to Business As Usual (BAU) by REDACTED 
REDACTED after a readiness assessment. An IM has been assigned responsibility 
for contract mobilisation & will manage progress against the IP. Each workstream 
has a lead who will report progress to the IM daily. The IM will update the IP & report 
progress weekly to the Board, who will allocate additional resource if required. We 
have identified key risks for the REDACTED IP workstreams. RAG ratings (shown as 
likelihood/impact) & mitigations for REDACTED workstreams with highest risks are 
below. Contingencies within our IP allows for delays of up to REDACTED days 
without impacting other workstreams or service start. REDACTED other 
workstreams were assessed as having minimal risk. Assurance, Quality & 
Systems (AQS): Owner, REDACTED, Head of AQS. Key Risks: Delay in changes 
to our participant management system, REDACTED (Green/Amber) & 
systems/processes not fully embedded (Green/Amber). Mitigate/Manage: AQS has 
already mapped REDACTED requirements & analysed the specification, participant 
journey & contractual requirements. They have identified REDACTED will require 
minimal changes & is able to support contract requirements in its current form (so no 
contingency required). The AQS team will develop draft processes & systems 
between bid submission & contract signing (REDACTED REDACTED). We have 
allowed REDACTED days in the IP for the amendments that will increase efficiency 
in producing MI for performance management & reporting to DWP for this contract. It 
will also enable quick development of a Process Manual (within REDACTED days) 
outlining all systems & processes (e.g. evidencing outcomes) to be briefed to all 
Reed & supply chain (SC) staff at induction (REDACTED REDACTED). Should a 
potential delay (low risk) be identified our Head of AQS will draw on additional 
resource from the AQS team/wider Reed Group (deployed within REDACTED days) 
to ensure REDACTED changes are completed by REDACTED REDACTED & 
Process Manual written by REDACTED REDACTED. Curriculum & Training 
Development (CTD): Owner, REDACTED, Head of CTD. Key Risk: Materials not 
ready for contract start (Green/Amber). Mitigate/manage: We have already trialled or 
fully implemented all products & interventions on our existing employment/skills 
contracts. The CTD Team is resourced to develop new products & make 
amendments to current materials by REDACTED REDACTED (REDACTED days 
ahead of go-live). Where needed, we will use external training specialists (deployed 
within REDACTED days) to support development & ensure all actions are completed 
by REDACTED REDACTED. HR: Owner, REDACTED, Head of HR. Key Risk: 
Recruitment/training not complete for service start (Green/Red). Mitigate/manage: To 
achieve referral numbers & high performance from service start, our existing pool of 
pre-screened candidates will be engaged from contract signature to ensure Reed 
has at least REDACTED staff in place by REDACTED REDACTED with training 
completed by REDACTED REDACTED. Should there be insufficient pre-screened 
candidates, we will advertise roles (e.g. via reed.co.uk & REDACTED) & use Reed’s 
database of REDACTED million CVs to identify alternative candidates (by 
REDACTED REDACTED), ensuring all interviews are completed by REDACTED 
REDACTED & start dates agreed by REDACTED REDACTED. Any initial staff 
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shortages will be filled by seconding Central Support team members with operational 
experience (identified by REDACTED REDACTED & in place by REDACTED 
REDACTED) to ensure no impact on service start. Our HR Team will support the SC 
to recruit additional staff as above if required. Marketing: Owner, REDACTED, Head 
of Marketing & Communications (M&C). Key Risk: Promotional material not available 
for engagement activities (Green/Green). Mitigate/manage: Our M&C Team is: well 
resourced; has existing templates compliant with ESF branding requirements; & has 
links with designers & printers to enable rapid production of professional & engaging 
materials to ensure promotional materials are ready for distribution by REDACTED 
REDACTED. Property: Owner, REDACTED, Property Director. Key risks: Properties 
not available at contract signing (Green/Red); & property fit-out not complete by go-
live (Green/Amber). Mitigate/manage: Reed/SC will deliver this contract from fit-for-
purpose properties in South London (SL). We will assess & confirm sites are still 
available with capacity by REDACTED REDACTED.  However, should these sites no 
longer be available at contract signing, we have identified contingency sites which 
can be implemented within REDACTED days to ensure no delay to service start. 
Should contingency sites be unavailable, our Property Team (PT) will use their local 
network of agents to source a new site within REDACTED days. Our PT maintains a 
list of preferred suppliers to complete office fit-outs & will undertake due diligence at 
contract signing to ensure rapid fit-out. Stakeholders: Owner, REDACTED, Head of 
Partnerships (HoP). Key Risks: Agreements not in place to drive referrals 
(Green/Red); & agreements with complementary services not in place to support 
participants (Green/Amber). Mitigate/manage: We have already discussed &/or 
agreed joint-working, referrals & co-location/outreach arrangements with JCP & a 
range of other providers to provide full coverage & contingency if any partner is 
unable to support future delivery. This will allow our HoP to quickly formalise 
agreements (by REDACTED REDACTED) & ensure a Directory of Services is 
developed ahead of service start (by REDACTED REDACTED). Should any risk to 
meeting timescales be identified further Central team resource (e.g. Business 
Development (BD)) will be added (deployed within REDACTED hours) to ensure 
referral partnerships, co-location arrangements & strategic partnerships are finalised 
to meet KPIs from service start. Supply Chain: Owner, REDACTED, SC IM. Key 
Risk: SC not mobilised for go-live (Green/Red). Mitigate/manage: Our SC has 
existing staff, infrastructure, property & strong links with local delivery & referral 
partners (e.g. LA TF teams) to enable them to meet go-live timescales & hit KPIs, 
e.g. REDACTED referrals by REDACTED REDACTED. Our induction for SC staff 
(REDACTED REDACTED) will include: introduction to Reed; policies/procedures; 
contract requirements; & systems & ICT training. We have held discussions with 
contingency providers with capacity & experience who can be mobilised quickly 
should a SC partner withdraw, which is a low risk. Agreeing SLAs with LAs: 
Owner, REDACTED, BD Associate Director. Key Risk: SLAs not signed by go-live 
(Amber/Green). Mitigate/manage: We have spoken with LAs across SL to 
understand how they would like the programme to work alongside their delivery. 
Recognising the different ways the REDACTED LA TF teams work, the workstream 
will have resource assigned to it from contract award (REDACTED REDACTED) 
until after go-live (REDACTED REDACTED) to ensure individual LA requirements 
are captured. REDACTED has worked over the past year with LAs & will use the 
relationships she has developed to support the signing of SLAs. Key 
milestones/activities: 1) Agree & sign SLA (Annex 8) with all LAs by REDACTED 
which includes meeting all LAs to agree that Reed, our subcontractors & the LA can 
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fulfil the requirements of the SLA; & 2) Agree any additional requirements with each 
LA & sign tailored local agreements by REDACTED REDACTED. Additional 
agreements will reflect clauses (e.g. data sharing protocols) specific to each 
individual LA. We will work closely with LAs to ensure Annex 8 is agreed well in 
advance of the contract go-live date. If we are unable to agree working 
arrangements with individual LAs (outside of Annex 8) we will work closely with the 
LA to support integration with LA TF teams until a formal agreement is in place. 

 


