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Overview
The following covers resource management in the project.  It should be read in conjunction with the RACI document

NOTE:  If you are not using RACI, include definition of Roles and Responsibilities below.

Recruitment

The following positions need to be recruited.

	Role
	Description
	Internal External
	Required By

	
	
	
	

	
	
	
	

	
	
	
	


Selection Process

Detail how candidates will be selected

Example:  
Internal Resources

The Project Manager will identify the skills required, and the Sponsor will assign internal resources from the Branch.  For resources from the Training Teams, the Project Manager will negotiate involvement from those team members with the Team Leader.

External Resources

The Project Manager will identify the skills required, and the Sponsor will approve expenditure to recruit external resources.  Where the resource is a contractor, the Project Manager will be responsible for selection and engagement of external resources.  Where the resource is a permanent resource, and they are to be assigned to a business area when the project is completed, the Project Manager and the relevant Business Manager are responsible for recruitment.

Induction Process

New members to the team will undertake an induction process.

Example:

· Overview of the project by the Project Manager

· Assignment of a ‘buddy’ 

· Logistical briefing by the ‘buddy’.  Building layout, OH&S, general introductions

· Meeting with senior business representatives for more detailed understanding

· Briefing on project infrastructure e.g. Issue, risk and action logs, folder layout, scheduling tools

· Roles and Responsibilities

· Etc.
Staff Management

Example:
Because they are on the project, it does not mean that normal HR management policies are suspended.  In particular:

· Staff reviews should be undertaken on at least a quarterly basis for permanent staff

· Leave should be planned and negotiated with staff, and built into the plan

· Flexibility in working hours may need to be applied.  For example, ‘time in lieu’ should be used where staff are working extraordinary hours

· The Project Manager should be vigilant for signs of high stress in the team and take steps to address the issue.  A team working under excessive stress is usually less productive

Separation
Our policy for separation is detailed below.

Non Performance

Example:
Where the termination is due to non performance, the company policy is detailed at ……
Permanent Staff leaving Project Team

Example:

Uncertainty about their role after the work on the project team has completed can cause team members to become less productive, or even seek out other employment.  Both have a detrimental effect on the project.  In order to avoid this situation, the Project Manager should ensure the following:

· Staff are kept informed of their likely end date on the project

· Permanent staff are asked their view on what they want to do after the project at least three months prior to their involvement ending

· Permanent staff are counselled at least two months before the end date as to their role after the project

· Where the end date changes, all staff are advised and the impact on their plans discussed and resolved

· Staff are made aware of this policy

Contract Staff leaving the Project Team
Example:
Whilst contract staff are more likely to move on unexpectedly, the Project Manager should ensure everything is done to retain good performing contractors for the duration of the project.  Where staff are recruited through an agency, this means keeping the agency Account Manager regularly briefed on the duration of the contractor requirement.  

The Project Manager should ensure:

· Contracts contain a reasonable period of notification for contractors leaving the project

· Contractors and Account Managers are regularly briefed on the likely period they will be required

· Where a contractor is being replaced, there should be an overlap where the person leaving is given an opportunity to brief the incoming replacement

Staff Replacement Planning
Our policy for replacement is detailed below.

Example:  
It is likely that we will loose staff at some point during the project.  In order to cater for this eventuality, we will create a situation where key people have an assigned ‘shadow’ who will work closely with them in order to seamlessly pick up their role if they depart. Etc.
Project Team Training

The following training has been identified:

	Name/Role
	Skill Reqd.
	Training
	Reqd. By

	J. Smith – Customer Representative
	Participate in the preparation of Use Cases
	Basic Use Case
	dd.mm.yy

	
	Participate in Risk Management Workshop
	Internal Risk Mgmt Training 
	dd.mm.yy

	B. Brown – Developer
	Use of Rational Toolset
	Rational Development 3 day Course
	dd.mm.yy

	Etc.
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