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Activity 1 Worksheet 2: Project management: Planning and evaluation
[bookmark: _heading=h.bzbwgg54rgjf]Section 2: Planning 
Q2.1 Identify key stakeholders:
· the target audience
· the funder
· any other groups affected by the campaign.
For each stakeholder, explain their interest in the campaign.










Q2.2 Produce an outline stakeholder communication plan. 
Complete this simple communication plan table.
	Stakeholder
	Information required
	Method(s) of communication
	Frequency of communication

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Q2.3 Set objectives
SMART objectives are Specific, Measurable, Achievable, Relevant, and Time-bound.
State the objectives of the project (what will be achieved).






Q2.4 Identify KPIs (Key Performance Indicators).
KPIs are the numbers or measures you use to check if your project is working.

Complete a table showing:
· KPI – what you are measuring (e.g., number of enquiries)
· target – what success looks like (e.g., 100 enquiries)
· measurement method – how you will collect the data (e.g., Google Forms, sign-up sheets)
· review point – when you will check progress (e.g., weekly).
	KPI
	Target
	Measurement method
	Review point

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Q2.5 Allocate roles and responsibilities.
Every project involves different tasks that need to be done. Decide who will be responsible for each role in your campaign and what their specific responsibilities within the project will be (depending on the size of your group, a person can do more than one role).
· Project manager: oversees the whole campaign, ensures tasks are completed on time, monitors progress and updates stakeholders
· Communications officer: writes messages and creates content for posters, social media and flyers
· Designer: designs posters, flyers, social media graphics and any visual materials
· Data officer: collects information about the target audience, tracks engagement, survey responses and KPIs
· Events coordinator: organises any local events or meetings for promotion purposes
· Finance officer: manages the budget and tracks spending
· Evaluation officer: monitors the campaign’s success against KPIs and prepares the final report or evaluation
	Role
	Responsibilities
	Named person

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Q2.6 Create a timescale
Plan the work step by step, showing who does what and when. The table should include:
· task – a short description of the work to do
· description – more detail about the task
· who has responsibility, e.g. project manager
· timescale – when the task starts and ends, e.g. end of week 1 (you have a total of 8 weeks)
· dependencies – which tasks need to be finished before this one can start.
	Stage
	Task
	Description
	Who has responsibility
	Timescale
	Dependencies

	Research
	
	
	
	
	

	Planning
	
	
	
	
	

	Preparation
	
	
	
	
	

	Implementation
	
	
	
	
	

	Evaluation
	
	
	
	
	




Q2.7 Allocate budget
Your campaign has a total budget of £5000 to spend.
· Resource: decide what resources you will need, e.g. posters, social media ads, events. You do not have to factor in staff wages, but should include some contingency money for unexpected costs.
· Estimated cost: allocate money from the budget to each
· Justification: Explain why each item is needed and how it will help the campaign succeed.
	Resource
	Estimated cost (£)
	Justification

	
	
	

	
	
	

	
	
	

	
	
	



Q2.8 Identify risks 
Think about things that might go wrong during the campaign and stop it from being successful. Complete the table below; this is called a ‘Risk Register’. For each risk, decide:
1. likelihood – how likely is it to happen? (e.g., low/medium/high)
2. impact – how serious would it be if it happens? (e.g., low/medium/high)
3. mitigation strategy – one action that could reduce the chance or effect of the risk
4. risk owner – the team member responsible for managing this risk.
	Risk
	Likelihood
	Impact
	Mitigation strategy
	Risk owner

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Imagine that you have now used your project plan to carry out your campaign (this would be the preparation and implementation stages of your project). You now need to evaluate the project’s success.

Section 3: Evaluation
Q3.1 Measure outcomes against objectives
Using the KPIs you proposed earlier, explain how the project team would determine whether the project was successful. 















Agriculture, Environmental and Animal Care: Business and finance
Version 1, May 2026	© Gatsby Technical Education Projects 2026


3
image1.png
Technical
>.- Education

Networks




