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Employer-Set Project introduction 

The Employer-Set Project (ESP) is an assessment made up of a number of tasks which will 
assess the knowledge and skills you have learnt as part of the ‘Core’ element of your T 

Level. 

Each project is developed together with employers in the industry to reflect realistic types of 

developments, activities and challenges. 

All the tasks relate to the same ESP brief in the following order: 

 

Task What will you be doing?  Timings Marks 

1.1 Investigate 
the project 

brief 

You will conduct research and respond to 

the project brief. 

 

8 hours 20 

1.2 Project 
Initiation 

Document 

(PID) 

Using the results of your research from task 
1.1, and the knowledge and skills you have 

been taught, you will write a Project Initiation 

Document in relation to the project brief. 

 

3.5 hours  

 

17 

1.3 Project 

planning 

Using the details within the project brief and 
your Project Initiation Document, you will 
produce a project plan-on-a-page and 

written summary justifying this. 

 

4 hours 17 

1.4 Presentation You will present the findings of your project 
plan-on-a-page from task 1.3 to your tutor, 

as if they were a trustee. 

 

3.5 hours  19 

2.1 Collaborative 

problem 

solving 

Working in small groups with one or two of 

your classmates, you will discuss and work 
through a problem relating to the project 
brief. After you have contributed to the group 
discussion, you will then have to 

communicate your solution to the problem in 

writing. 

 

2.5 hours 12 

2.2 Evaluation  You will review and reflect on how the 
project has gone and how your work met the 

requirements of the brief. 

 

3.5 hours 15 

Totals 25 hours 100 

 

 

Maths, English and digital skills 

Throughout the completion of the tasks within the project, you will generate evidence 
towards your maths, English and digital skills. Demonstration of these skills will contribute 

towards the overall marking of the project through specific allocation of marks in the 

following tasks: 
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Task 1.1 Investigate the project brief Maths skills  

MC2 - Estimating, calculating and error spotting 

MC5 - Processing data 

MC6 - Understanding data and risk 

MC8 - Communicating using mathematics 

MC9 - Costing a project 

MC10 - Optimising work processes 

Task 1.3 Project planning Maths skills  

MC6 - Understanding data and risk 

MC8 - Communicating using mathematics 

MC9 - Costing a project 

MC10 - Optimising work processes 

Task 1.4 Presentation Digital skills  

DC1 - Use digital technology and media 

effectively 

DC2 - Design, create and edit documents and 

digital media 

DC3 - Communicate and collaborate 

English skills 

EC1 - Convey technical information to different 

audiences 

EC2 - Present information and ideas 

EC3 - Create texts for different purposes and 

audiences 

EC4 - Summarise information/ideas 

EC5 - Synthesise information 

EC6 - Take part in/lead discussions 
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General guidance for candidates 

As all the tasks relate to the project brief, it is really important that you read it carefully and 
fully before you start Task 1. You will have access to the project brief throughout all tasks 

and may refer to it as needed.   

The Employer-Set Project is a formal assessment that you will be marked and graded on. 
You will be marked on the quality and accuracy of the written work you produce. It is 
therefore important that you carry out your work to the highest standard you can. How well 

you know and understand the subject, and how you have used your knowledge to complete 
the project must be clear to the marker. This means you should explain your thinking and 
how/why you have made your decisions within your written work e.g. as part of your 

planning, reflections, or evaluations. 

 

Plagiarism 

Plagiarism is the failure to acknowledge sources properly and/or the submission of another 

person’s work as if it were your own. Plagiarism is not allowed in this project. 

This project is an assessment of your abilities, so the work submitted must be all your own 
and carried out under the conditions stated. You will be asked to sign a declaration that you 

have not had any help with the project. Your tutor is allowed to give you some help 
understanding the instructions, if necessary, but they will record any other guidance you 

need, and this will be taken into account during marking. 

Where research is allowed, your tutor must be able to identify which work you have done 

yourself, and what you have found from other sources. It is therefore important to make sure 
you acknowledge sources used and clearly reference any information taken from them (e.g. 

providing as a minimum a list of web addresses/books/articles etc. used). 

 

Guidance and feedback 

There are some rules around how much guidance and feedback your tutor can provide as 

part of completing the project.  

Your tutor is allowed to give you some help understanding the instructions if necessary. 
However, if your tutor has to provide significant clarification and guidance, this will be 
recorded and considered as part of the marking process and may reduce your mark. Your 

tutor will make it clear if any guidance given may reduce your mark before it is given, so that 

you understand this when asking for guidance. 

 

Timings and planning 

Each task has an allocated duration – you will have to plan your work so you can complete 
the task within the time allowed. You should take care to make sure you have divided the 

time available between parts of the task appropriately. If you are not sure how much time 

you have, check and clarify this with your tutor. 

For group work, you will work with your classmates to discuss a project-based problem. 
During this task, you will be allocated time to work individually before the group discussion 

and afterwards. Your tutor will advise you on time allocation for this task. 

When working under supervised conditions for longer sessions, your tutor will advise you on 

how breaks can be facilitated. 

At the end of the project, before submitting your work, you will be required to sign a 
‘Declaration of authenticity’. This document confirms the work submitted work is your own 
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and that the project tasks were completed within the set assessment times. The ‘Declaration 

of authenticity’ will also be signed by your tutor. 

 

Presentation of work 

Presentation of work must be neat, legible and appropriate to the task. You should make 
sure that each piece of evidence including any forms are clearly labelled with your name. 

Where there is a template to use this will be provided by your tutor. 
 
All electronic files must be given a clear file name that allows your tutor to identify it as your 

work. You should consider using a consistent, clear file naming convention across all the 
pieces of evidence you generate for submission. 
 

Written work may be word processed or handwritten unless stated otherwise.  
Any calculations should be set out clearly, with all working shown, as well as any 
assumptions made. You should use appropriate units at all times, and answers must be 
expressed to a degree of accuracy consistent with the requirements of the project. 

 

Word counts 

Typical word counts or numbers of pages of evidence are provided within the requirements 

of each task. Where word counts have been provided, these are given as an indicative guide 
only to support you to understand the type of response that is expected from you. You will 
not be penalised as part of the marking if your response is below or above the indicative 

word count provided, however you should consider the clarity and succinctness of your 

response if it goes above the word count.   

 

Submission of evidence 

Your work will be submitted as final at the end of each assessment session. You will not 
have an opportunity to rework any of your evidence once the assessment session ends. 
However, if through other tasks within the project, you develop your ideas or build on earlier 

tasks, then you should continue to build on these and should use your evaluation to outline 
the reasons why this happened. 
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Project brief 

 

The employer 

 
EducateGrowth was granted charitable status in August 2017 in the UK. It is an ethically driven 

organisation; the charity was set up to provide education and supports efforts that promote 

sustainable living and conservation.   

 
EducateGrowth Trustees have identified a number of operating and financial risks and have 

outlined steps to address them. This includes preparing to improve its return on investment 
(ROI) by increasing its digital fundraising engagement. This will require investment in the use 
of Social Media, Customer Relations Management and/or Donation platforms. The required 

technology/tools must reach a wider audience and improve collaboration and quality of 

communications in a targeted and efficient manner.   

 

The project 

 
You are one of four Project Co-ordinators working closely with the Project Manager and a 

team of Charity Administrators.  

Your role is to determine a solution to support the charity in achieving its charitable aims 

through expanding the use of digital technologies to raise awareness of its charitable activities 

and objectives.  

You will research potential Funding, Social Media Trends and Digital Technologies/Data Tools 

that can bridge the gap to new sponsor/donor experience. You will use your planning and 
project management skills to outline a solution for EducateGrowth. An extract of business 
information from the organisation and the business case for the project have been provided to 

you. 
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EducateGrowth Trustee Report dated 30.04.2020 

Details of the type of governing document and when it was established:  
Trust deed dated 02/08/2017 
 

Charitable Objectives: To use its funds for any charitable purpose that supports education 

and sustainability in the UK and globally. 

 

Mission: We believe that the way the Earth’s resources are distributed is inequitable. If 
managed sustainably, there are enough resources for all. Our mission is to educate and 
work with local groups to overcome poverty and safeguard future self-sufficiency of 

resources. 

 

Vision: Making a genuine difference to the lives of others. 

 

How we work: Through direct delivery in the UK, and through the use of our partner 
organisations globally.  
 

Activities/achievements performance and public benefit - How the charity spends its 
money  
The trustees always ensure that the programmes we undertake each year are in line with 

our charitable objectives and are cost effective. We refer to the Charity Commission’s 
guidance on public benefit to do this.                                                 
 
Emergency Aid 

We regularly receive many unsolicited emergency relief donations when media coverage is 

high. We have a contingency plan for this emergency relief and necessary fundraising 

capacity to support this work. Last year (2019), we distributed over £58,000 worth of 

donated food, blankets and clothing. 

 
Other Programmes 

We have helped run community programmes to support students in Ghana to become IT 
literate. We provided remote volunteer mentoring which hugely improved their opportunity 
for employment and self-sufficiency after school.   
 

Working with other charitable partners such as IDigtrees, we have supported conservation 
volunteers to plant 29,000 trees in rural communities.  
  

Our two UK offices have worked with a variety of school and college students through 
providing lectures and seminars based around world development issues. The total 
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programme cost was £42,000 which reached 600 students, against a plan for 500 students 

and 20 local groups.  

The team has actively been lobbying MPs campaigning on environment and sustainability 
issues. We are pleased to have supported Whole Earth to campaign in persuading overseas 
government to increase restrictions on tree logging-deforestation to help rebuild 

Ecosystems globally.  

Grant making policy 
Applications for grants are not invited.  Instead, our project staff develop the programmes 
annually, identifying whether it is most effective to deploy our own staff and resources or 

whether a local partner is preferable. Those organisations active in the target area are 
reviewed for their track record, financial transparency and operational capability. Potential 
partners that meet the criteria are contacted and a dialogue initiated to see if they would act 

as partners.  
 
Plans for the Future 
To continue to do our best to provide aid in the UK and globally, gathering donations and 

transforming lives.  
 

Our People 

• 10 Trustees and 1 Treasurer are together responsible for strategy and determining 
how aid is distributed, appointed and reappointed at four yearly intervals 

• 1 CEO - responsible for the daily operation of the charity and manages the staff of 
the charity on behalf of the trustees.  

• 1 Project Manager 

• 4 Project Co-ordinators 

• 1 Marketing Co-ordinator 

• 10 Charity Administrators 

• 250 Volunteer(s) globally 

Professional Advisors and independent examiners: ACIE approved Charity Auditor, 

ABC Bank Plc, Charity Solicitor, Fund-raising Consultant 

Fundraising/Trading/Trustee Payments                             

• This charity raises funds from public and commercial participators  

• 1 Trustee is also a director in a subsidiary 

• 1 Trustee receives payment or benefit from the charity 

• 17 paid members of staff  

Trustees’ responsibilities in relation to the financial statements: The trustees are 
responsible for preparing the Trustees’ Report and the financial statements in accordance 
with applicable law and United Kingdom Accounting Standards. The law applicable to 

charities in England and Wales requires the trustee(s) to prepare financial statements for 

each financial year which give a true and fair view of the state of affairs of the charity.  

 

 

 

Funds: Made up of:  
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• Restricted – Donor defined, specified how to be spent in form of grants to pay for a 
project.  

• Unrestricted – General Funds, disposal to spend on charitable objectives. 
Designated funds are unrestricted funds set aside that are earmarked by our 

trustees for a particular purpose. 

EducateGrowth seeks to encourage donations through volunteer fundraising and 

marketing. Fundraising activities are not restricted to events alone and include affiliations 
with business partners in retail and tourism. The cost of fundraising has increased due to 
the charity supporting disaster relief campaigns and the new ‘EnviroVillages’ campaign 

involving newspaper advertising.  
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Donated Goods, Volunteers and other donated services 

1. Those goods donated for resale produce income in the trading subsidiary and this 

is recognised when they are disposed of. 
2. Those goods donated for onward transmission to beneficiaries (mainly clothing and 

food) are included in the statement of financial activities. 

 

Foreign currencies: Transactions in foreign currencies are recognised at the rate of 
exchange at the date of the transaction.  All exchange differences are recognised through 
the statement of financial activities. The charity does not own any non-monetary assets 

abroad. 

Accounting Practice: Financial statements are prepared under the historical cost 
convention and are in accordance with trust law, applicable accounting standards and the 

FRS102 Statement of Recommended Practice (SORP) “Accounting and Reporting by 

Charities”, issued in Jan 2016.  

Risk management: In light of the Covid-19 pandemic, we have cancelled some planned 
2020 fundraising events, and have seen reduced outputs, delays and cost increases as a 

result. We estimate a loss of a third of our income by 2022. It is now more important than 
ever to find safe ways to raise money to support our services and its social impact. All 
significant activities are subject to a risk review in line with the Charities Act, 2011.  
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Business Case – EducateGrowth 
Date:  January 2021                                              Submitted by: EducateGrowth  

PROJECT GOALS 
To expand the use of digital technologies to raise awareness of our charitable activities and 
objectives with a restricted budget. 
 

ISSUE  
We have a strong brand reputation and have been actively campaigning to support the 
charitable sector. This has involved educating others to understand the importance of our 
work in order to help sustain and maintain the sector, both in the UK and globally. In the last 

year, due to the impact of external factors, we have seen a reduction in the number of 
charitable donations, with the total amount donated reduced by 30% compared to the 
previous year.  This has been identified as a major risk to meeting our charitable objectives. 

We must add value for money. 
 
OPTION 

We have the opportunity to build on our digital technologies to increase awareness, 
collaboration and income in line with our charitable aims.  Our stakeholders include donors, 
the general public, organisations, volunteers, partners, benefactors, staff, trustees, activists 
and researchers. 

CONSTRAINTS & RISK 

• Technology solutions are unable to deliver required results – likelihood Medium/High 
Impact  

• Additional expenditure may be needed. Budget: Restricted - £24,000  

• Small Teams/varied or limited digital skills set - likelihood Low/High Impact  

• Time – whether implementation of the new technologies/ system is achievable within 

12 – 14 weeks – likelihood Medium/High impact 

 

DELIVERABLES – (WHAT WE HAVE)  
Digital technology and communication methods we currently use are outlined below:  

Current website including: 

• About – Our Mission, FAQs, E-Shop (own brand and partner brand merchandise) 

• Projects Overview 

• Get involved – Donate, Volunteer, Resources 

• Collaboration & News Articles and Blog 

 

Website process:  

• Online donation form  

• Online merchandise shop 

 

Current communication methods:  

• Newsletter, subscription and HTML mailer; Blog with comments RSS 

• Collaboration Resources – Articles, Blogs, Reports, Partner Research 

 

WHAT WE NEED 

We need you to recommend a solution that will improve and expand our digital engagement 
with considerations for the following: 

• Social Media must engage and connect with our stakeholders and aid collaboration 
with our partners to optimise user impact and promote our charitable aims. 
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• Data Management must provide data to gain insights to drive better strategic 
decisions, protect data, and improve operational productivity. 

• CRM system must connect with our stakeholders and convert website visitors, and 
help the team optimise and prioritise tasks, review marketing activities and aid 
compliance. 

 

Alternative options that may be free, made for commercial use or are designed as open-

source software, can be considered, ensuring both value for money and quality with 
potential options. 
 

BENEFITS 

• Operational: cost savings; improved productivity/team optimisation and prioritisation 
of tasks; clearer reporting and audits to aid compliance and protection of data. 

• Financial: improved strategic decision making; new revenue from increased 
donations and increased margins to support our charitable aims; wider opportunities 
for campaigning that can influence political decision makers; better targeting of 
marketing activities.  

• Market: wider connection and collaboration with target audience; increased market 
awareness; enhanced quality of services. 

• Customer: improved stakeholder satisfaction; increased donor retention; loyalty with 
our donors; volunteers and partners. 

• Staff: improved job satisfaction; culture; increased staff retention. 
 

COST CONSIDERATIONS 

People: salaries of project/admin staff, outsourced parties, training. 
Physical: tools including computers, phones, servers, network. 

Marketing: advertising/branding, promotional materials, PR and communication. 
Organisational: operational down time, short term loss in productivity. 
Services: software as a service, consultancy service, new or increased services required. 
 

EXCLUSIONS 

• Training 
 

POTENTIAL PARTNERS 
As part of the feasibility study, we have identified the following technology and supplier 

partners:  

• CRM Platforms – Salesforce.com; weare4c.com 

• Charitydigital.org.uk are offering discounted rates 

• Social Media platforms Pulsar, Hootsuite, Buffer and TweetDeck 

• Go.donate – Online donation platform 

• Give Penny - Cloud engage – Virtual fundraising  
 

Sign off:  I Globa (Acting for the Board of Trustees) 
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Task 1.1 Investigate the project brief 

(i) Research 

You have been provided with EducateGrowth’s trustee report and business case document. 
To ensure you fully understand EducateGrowth’s operating needs, the Project Manager has 

asked you to research how organisations operate within the Voluntary sector within the context 
of their use of digital technology engagement. Your research should contain both qualitative 

and quantitative outcomes. 

 

Wider consideration is required around: 

 

• Structure, people and management. 

• Legal and funding frameworks. 

• Digital technologies and tools. 

• Customer relations management. 

• Social media trends. 

 

As part of your research, undertake a PESTLE analysis, then identify 5 key external factors 

that could impact both the outputs and outcomes of the project. 

(ii) Outcome of research 

Produce a research outcomes summary table to capture your PESTLE analysis and qualitative 
and quantitative research outcomes. The research outcomes summary table will be used to 
aid your decisions around Digital Technologies/Tools that may be used specifically to meet 
the charity’s objectives and consider the quality of the Digital Technologies/Tools you have 

found in your research. 

 

(iii) Determine a solution 

As a result of your research, the Project Manager has requested that you find a solution to 

address the need as outlined in the business case: 

 

• Outline two possible solutions that meets the business need.  

• Using the two solutions you have outlined, undertake a cost vs. benefit analysis in 
order to consider the advantages and disadvantages of each of the possible solutions 
and assess their financial viability. You should include payback and return on 

investment calculations.   

• Select the best of these possible solutions to meet the business need. You will use this 

chosen solution for Task 1.2. 

 

Timing of assessment 

• You will have 30 minutes to read and review the project brief and resources before 
the assessment begins for this task.  

• You will have 8 hours in total to complete this task. You will have: 
o 2 hours to complete (i) Research 
o 4 hours to complete (ii) Outcome of research 
o 2 hours to complete (iii) Determine a solution. 
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Conditions of assessment 

• Your PESTLE analysis, research outcomes summary table, and cost vs. benefit 
analysis must be completed working alone under supervised conditions. You will have 
access to the internet and source books. 

 

What you must submit on completion of this task 

• PESTLE analysis. 

• Research outcomes summary table. 

• Cost vs. benefit analysis with your selected solution - file saved securely (as per 
guidance from your assessor).    
 

Additional evidence of your performance that will be captured for marking 

• N/A 
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Task 1.2 – Project Initiation Document (PID) 

 

Produce a Project Initiation Document (PID) for implementing the solution you identified in 
Task 1.1.  

 

The PID should consider the scope of the project, what needs to be undertaken and outlines 
how this solution will meet the charity’s key needs. 

 

Your assessor will provide you with a PID template supplied by City & Guilds. 

 

Timing of assessment 

• You will have 3.5 hours to complete your PID. 
 

Conditions of assessment 

• Your PID must be completed working alone under supervised conditions.  You will 
have access to your submitted materials for Task 1.1.  
 

What you must submit on completion of this task 

• A PID - hard copy or file saved securely (as per guidance from your assessor).  
 

Additional evidence of your performance that will be captured for marking 

• N/A 
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Task 1.3 – Project Planning  

You have now outlined your project aims and outlined your proposed digital technology 

solution. You are now required to consider how you would implement your solution.     

 

(i) Plan-on-a-page 

With reference to the brief and your PID, produce a project plan-on-a-page to present to the 
Project Manager. The project plan-on-a-page should show how you will meet the charity’s 

needs and charitable objectives outlined in the business case. This should be drafted using a 
spreadsheet format. 

 

You must consider: 

1. Project goals, objectives and key stakeholders.  

2. Project deliverables.  

3. Project schedule.  

4. Resource support plan.  

5. Communication plan.  

6. Risk management plan.  

7. Evaluation methods.  
 

(ii) Justification 

The Project Manager has also asked you to provide a written summary justifying your project 

plan-on-a-page. This should include how you would respond to any identified risks, and what 
actions you would take to resolve them.  
 

The word count for the written summary is approximately 750 words. 
 

Timing of assessment 

• You will have 4 hours to complete your plan-on-a-page and written summary 
statement. 

 

Conditions of assessment 

• Your project plan-on-a-page and written summary must be completed working alone 
under supervised conditions. You will have access to your submitted materials for Task 
1.2. 

 

What you must submit on completion of this task 

• Project plan-on-a-page – hard copy or file saved securely (as per guidance from your 
assessor). 

• Written summary (approximately 750 words) – hard copy or file saved securely (as per 
guidance from your assessor).  
 

Additional evidence of your performance that will be captured for marking 

• N/A 
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Task 1.4 – Presentation 

The project plan-on-a-page has been submitted to the Trustees of the charity and they are 
keen to meet with you to discuss the digital technology solution you have planned for.  As part 
of the meeting, you will present your identified digital technology solution that will best achieve 

the charity’s needs and objectives. 

 

You must consider: 

• Details of the chosen digital technology and why this is the most relevant solution for 

the project. 

• The expected impacts, both short and long term. 

• The impact of budget restrictions and challenges this may present. 

• How your digital technology solution will improve collaboration and quality of 

communication across stakeholders. 

• The approach you will take to deliver your project plan. 

• The objectives outlined in the business case and how these have been met.   

 

You will need to create a digital presentation that you will present to your assessor. 

 

Your assessor will take on the role of one of the Trustees from EducateGrowth. They will ask 
you questions in relation to your findings from the perspective of the charity looking to achieve 

value for money. 

 

Timing of assessment 

• You will have 3 hours to prepare your digital presentation. 

• You will have 20 minutes to present your findings and 10 minutes to respond to 
questions. 
 

Conditions of assessment 

• You will be able to spend 3 hours preparing your presentation, which may be 
completed on a separate day to when you will deliver your presentation. 

• Your presentation should be presented digitally and must be completed alone under 
supervised conditions.   

• Your presentation will be presented to your assessor, acting in the role as Trustee of 
the charity. 

• You will have access to copies of your research materials form Task 1.1, the Project 
Initiation Document in Task 1.2 and project plan-on-a-page in Task 1.3 as well as any 
presentation materials and preparation notes. 

• You will need to submit your presentation materials before you are scheduled to deliver 
your presentation. Your assessor will advise you of when to submit these materials, 
and will print off a copy of your presentation slides so they have access to this as a 

printed handout during the presentation. 
  

What you must submit on completion of this task 

• Presentation materials - digital file containing your presentation saved securely (as per 
guidance from your assessor), printed handouts e.g. slides.  

 

Additional evidence of your performance that will be captured for marking 

• Video recording of presentation. 
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Task 2.1 – Collaborative Problem Solving 

 
A national social media campaign advertising a charity fundraising event is facing a high 
amount of trolling which is threatening the reputation of the charity. It is also negatively directed 

towards the staff of the charity, which is starting to impact on their mental health.    
 
The charity’s trustees have requested your help in dealing with the issue and coming up with 

a future-proof solution. They have listed some possible solutions to handle this issue:  
 

• Directly respond to the online trolls, making it clear the comments will not be tolerated, 
and reporting it if it continues. 

• Include social media within crisis management processes, and list it as part of the 
charity’s risk and escalation plan. 

 

They have also asked for your input on any other ideas that could be used in dealing with the 
issue. 
 

(i) Group Discussion 

In small groups, explore what solutions might be available to deal with this issue and discuss 
the potential advantages and disadvantages of each. Take notes of the discussion points 
raised when breaking down the issues. The discussion will be recorded by your assessor.  

 

(ii) Advisory Note 

Following the group discussion, individually draft an advisory note to the trustees which is 

approximately 300 words and must include:  
 

• Acknowledgement of the key themes and issues faced.  

• Recommendations for positive solution to resolve the issue, justifying the reason(s) 
why this is the most suitable solution. 

• Any potential impact or risks of implementing the solution. 
 

(iii) Social Media Message 

The charity’s CEO wants to issue a social media message to boost positive publicity of the 

charity’s work. 
 
Messages on the online social media site are restricted to 280 characters.  

 
Write a message within this character limit aimed to raise awareness of the charity’s aims. 

 

Timing of assessment 

You will have 1 hour to complete your group discussion. 

The first 30 minutes of the allocated 1 hour for the group discussion should be spent 

individually, allowing you to consider the task and make notes before taking part in the group 

discussion. 

 

You will have 1.5 hours to complete your advisory note and social media message. 
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Conditions of assessment 

• Your discussion will be completed working in small groups under supervised 

conditions. You will be marked on your contribution to work in the group discussion.  

• Your advisory note and social media message will be drafted working alone under 
supervised conditions. You will have access to notes you made during the group 

discussion. 

 

What you must submit on completion of this task 

• Your draft discussion notes.  

• Advisory note (approximately 300 words) and social media message (maximum 280 

characters) – hard copy or file saved securely (as per guidance from your assessor).  

 

Additional evidence of your performance that will be captured for marking 

• Video recording of discussions. 
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Task 2.2 Evaluation 

 
In line with your project plan-on-a-page, provide a written summary reflecting on and 
evaluating your project considering your own performance and behaviours. You must 

consider: 
 

• Whether all key project outcomes were achieved.  

• Whether there were any steps taken during the project that you would change next 
time. 

• Whether on reflection, your project plan-on-a-page would be the most suitable to use 
to implement the project. 

• How well your completed project and proposed digital technology solution met the 
requirements of the brief. 

• Whether your presentation to the Trustee on your proposed digital technology 

solution was successful, including anything you would change next time. 
• Whether the group discussion to solve the social media issue facing the charity was 

successful, including anything about your own contribution that you would change 

next time. 
 
The word count for the written summary is approximately 1000 words. 
 

Conditions of assessment 

• You must complete this working on your own, under controlled conditions. 

• You will have access to copies of all your submitted evidence for the other tasks.  
 

Timings of assessment 

• You will have 3.5 hours to complete your evaluation.  

 

What you must submit on completion of this task 

• Written summary statement (approximately 1000 words) – hard copy or file saved 
securely (as per guidance from your assessor). 

 

Additional evidence of your performance that will be captured for marking 

• N/A 
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Project Initiation Document (PID) Template 

 
Project Information  
 

Project Name  

Date  

Author/Project 
Manager 

 

Version   

 
Document Approval 
 

Date Name Signature 

 
 

  

 

Background and Scope: 
 

 

 
 
 
 

 
Project Rationale 
 

 

 
Project aims and objectives: 
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Budget 
 

Total budget  
 
 

Budget breakdown  
 
 

 
Project Management Team 
 

Role Reports to 

 

 
 

 

 
Project Key Stakeholders  

 

Name Role and responsibilities 

 
 

 

 

Project Deliverables  
 

Deliverable details Format of deliverable Completion target date 

   

   

 
Risks 

 

Risk Number Risk Details 
Risk Level 

(Low, Med, High) 
Risk Mitigation 
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Quality Management Method  
 

 
 
 
 

 
 

 

Project Evaluation Method  
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