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PROJECT NAME and ID, STAGE X
Agenda

	Date
	Time
	Address
	Meeting Room
	Organiser Name/Contact

	Wed 11 Mar 2011
	14:00 to
15:00
	L11/1005 Collins Street
	The Blue Room
	Jo Bloggs
DDI xxxxx, M xxxx
xxxx@xxxx


Purpose of Workshop
To identify any known or potential obstacles or areas of significant uncertainty that we may need to monitor and prepare for to successfully deliver the project.
Approach
We will identify issues and risks by brainstorming. It is important that everybody contribute rather than assuming that ‘somebody else’ has thought of it, or that we can pick it up later.
As potential risks are infinite and we do not have perfect information it is not cost effective to solve every potential problem. We will rank them and focus our energies on the most important. 
We will also identify owners for each important risk and issue who will specify strategies after the workshop. This places accountability and authority with those who have the appropriate expertise and saves the entire team the time involved in working through every single challenge.
Administration

· If you will be late or unable to attend call the organiser in advance and delegate and brief a replacement

· Come prepared and bring any information you require

· Turn phones off or to silent

· If you do not have building access, advise the organiser early so access can be organised
Participants 

	Name
	Role & Team

	· Jo Bloggs (required)
	Project Manager, Meeting Chair

	· John Chan (required)
	Production Assistant, Scribe

	· Carlos Hernandez (required)
	Subject Matter Specialist/ Network Team Representative

	· 
	

	· 
	

	· 
	


N.B. Other team members wishing to attend should speak to the organiser in advance.
	Item
	Start
	Duration

(minutes)
	Description & Outcomes
	Owner/s

	1
	14:00
	5
	Opening: introductions, agenda and desired outcomes
	PM

	2


	14:05
	10
	Reiterate Context: project outcomes, approach, known risks and issues
	PM

	3


	14:20
	15
	Brainstorm Issues: obstacles we are certain to encounter, using large post-it notes
	All

	4

	14:35
	15
	Brainstorm Risks: obstacles we may encounter, using large post-it notes
Risks may include:

· Complex or sensitive deliverables where quality problems are more likely to arise, or will have a significant impact if they do
· Activities which have inherently high time or cost uncertainty
· Specialist expertise/ staff availability risks: where the existing team have limited experience, or periods when a key team or decision maker may have reduced availability due to workload or leave etc
· External environmental risks arising from interdependent projects, policy or legislative changes, suppliers with known problems etc
· Miscellaneous problems that occurred on similar projects
	All

	5

	14:50
	10
	Rate each issue by its’ impact, sorting post-its into two groups:

GROUP 1

1 Negligible – The impact can be easily absorbed
2 Minor – We may need to dip into our cash buffer and work late for a few nights but we will comfortably stay within tolerances

GROUP 2

3 Significant – We can continue work for now, but this will have a noticeable cost, schedule or scope impact that will bring us close to the budget/ schedule and require board notification

4 Substantial – This will breach the budget/ schedule and require project board (steering committee) approval

5 Critical – E.g. A real show stopper requiring immediate escalation


	All

	6

	15:00
	10
	Identify all those needs to be involved in managing each issue in Group 2 and agree on an owner
The idea of an owner is to ensure accountability by giving clear authority to those who would suffer most if a problem were not solved, or who are in the best position to resolve a problem because of their expertise or position in an organisation. 

It does not relieve other players of their responsibility to support the owner in solving the problem. At all times our overriding objective is a successful project working together under the direction of the PM.
	All

	7
	15:10
	10
	Working around the room each owner determines an immediate action item for each issue they own 
This does not mean coming up a solution on the spot, it just means identifying and committing to the next step required to investigate and analyse each issue to a level of detail sufficient to specify a management strategy – for example, “I will meet with the security team and make written recommendations to the PM within a week”

	All

	8

	15:20
	10
	Break
	All

	9

	15:30
	10
	Rate each risk by adding its’ estimated probability and its’ impact if it does happen, again sorting post-it’s into two groups. 
The impact is based on the issue impact (as above)

The probability is based on the following:
5 Highly Probable    >75% chance that this will happen
4 Probable                50-75%

3 Moderate               20-50%

2 Unlikely                 6-19%

1 Highly Unlikely     0-5% chance that this will happen

GROUP 1 
Risks with combined scores of 1-3

GROUP 2
Risks with combined scores of 4-10


	All

	10
	15:40
	10
	Identify all those needs to be involved in analysing each risk in Group 2 and agree on an owner
	PM

	11
	15:50
	10
	Owner and key players determine an immediate action item for each risk in group 2: this action item is the next step required to investigate and analyse each risk to a level of detail sufficient to specify a management strategy
Strategies may include a combination of the following:

· Taking action in advance to reduce the probability that a risk will occur
E.g. Choose another approach

· Taking action in advance to reduce the impact if a risk does eventuate

E.g. Buy insurance or have a team on standby
· Planning/ preparing a response to implement after a risk eventuates
E.g. Purchase additional capacity

	

	12
	16:00
	10
	Workshop Schedule Buffer - if required
	All

	 
	16:10
	
	Close - Thanks for your time and your input. Now it’s time to get stuck into strategies to handle the problems that involve your specialist knowledge. 

A final note for the future: It is natural that as the project progresses we will have more information and other risks and issues will come to light. When this happens write a summary and bring them to the project manager’s attention as soon as possible – even if you feel that you have screwed up or you are hoping a risk will not eventuate. Sitting on problems until the last minute is a natural human instinct but it just means there are less options and time left to deal with them. Hiding problems is even worse because a hole in the bottom of a boat still lets in water even if nobody else knows about it.

	PM
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