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1. Introduction

The purpose of this workshop is to review the completed project through the various stages from inception to completion and identify both successful and problem areas with a view to providing a basis from which lessons learnt may be applied to future projects.
Guidance – Senior Supplier and Project Manager are to agree the attendees list and the extend of the PPR 

The attendees are: (Amend as necessary plus insert names of individual & company) 
· Name, Name 
– 
Company or Department  

· Client (Project Director, Project Champion, Senior Supplier*, User Coordinator, End User or User Representative*)  
· Project Manager *
· Cost Manager 
· Design Team (Architect, M&E Services Engineer, Structural Engineer) 
· Main Contractor and M&E Contractor

· Building Manager 

· Facility Manager / Maintenance Leader 

· Architectural Supervisor 
· M&E Supervisor 

· Principal Designer 
· IC Duty Holder (Engineer, Maintenance, ICT, H&S etc) 

· Other Stakeholders – optional, depending on project
* MANDATORY  

In order to gain maximum benefit from the workshop, all attendees should share their accrued experience and not be looking to apportion blame. 
Recognition of achievement and success should balance the identification of areas where there is an opportunity to improve future project performance.
This workshop will normally facilitated by an independent facilitator appointed in accordance with the PPR procedure. – Amend as necessary – insert name of facilitator or make comment why no facilitator is required.  
2. Brief Project Description 
[INSERT the project description shall give a summary of the project and will include 

· Start and planned finish dates, 

· Location, 

· Academic/support service client, 

· Type of project e.g. refurbishment, redevelopment, new build

· Main purpose of the works i.e. teaching, office space, laboratory, residential, sport facility, commercial, catering.]
Insert background summary information here – 

Project timescale – original / outcome

Cost - original / outcome 

Objectives (from PID)

Brief summary of major issues, constraints or opportunities the project has addressed 

3. The Workshop

3.01 General 

The workshop will allow a thorough review of all the insert project or specific stage outcomes and analyse insert project or specific stage success against the original objectives. The evaluation is a team effort, where each member of the team is able to put forward their point of view, identifies good practice; advises on lessons learnt and makes suggestions to benefit future projects. It is recognised that a successful aspect of the project for one party, may have been perceived as detrimental by another.
The workshop will:

· Allow data collection

· Review the project baseline against the proposal/ brief

· Review the actual outcome against the baseline

· Review the project approach and processes, including project organisation, governance and controls
· Review contributors performance including external suppliers

· Analyse success against the objectives

· Allow documentation of the review and learning for future projects.

Each of these will be considered through the various stages of the project from inception to completion of the construction contract and rectification of snagging.
Following the completion of the workshop insert facilitators name and company will produce a report summarising the output and conclusions of the review. 

3.02 Pre – PPR Questionnaire 

A Pre-Workshop Survey will be conducted as part of the PPR workshop preparation. The questionnaire will be issued as a separate document prior to the workshop. You are required to complete and return the questionnaire prior to the PPR workshop by add the proposed date.  

It is recognised that all questions cannot be answered by all attendees due to timely and project stages different involvement. Therefore please leave these boxes, you might not be able to value against the scale blank and provide comment were necessary.  
4. Topics for Evaluation

The following list is intended to form a basis for discussions within the workshop. The list of questions is intended to prompt discussion and identify both successful and unsuccessful aspects of the project. 
It is expected that the most relevant question for the project are answered during the workshop. 

4.01 Start-up and Design (Section 1)
· Was the business case established, robust, and agreed by all stakeholders?

· Were user requirements attained, and how were they adjudicated upon?

· Was the design brief clear and comprehensive?

· Were the cost, time and quality objectives understood by the team?

· Were the correct resources available and coordinated?

· Were roles and responsibilities clearly defined and understood?

· Were stakeholder management responsibilities allocated?

· How were the design activities coordinated?
· How was the design approved?

· Did the design represent good value?

· How well were ‘cost in use’ issues related to the final design?

· Were any tools (Value Engineering, Risk Management etc) required, or used during this stage? Were they effective?
· Were there any abnormal events or issues that had to be overcome? 

· Were management and control processes effective?

· Were the TAG procedure followed and sign offs achieved. 

· Were the Exception reports issued according the College’s procedure?
· Were risks identified and owners allocated and mitigation procedure agreed? (Risk Management)
· Could the approved budget afford the actually needs. Balance between actual cost and approved budget.
· Was the right Procurement Route and procurement procedures chosen?
· Took the Interface with College’s supporting departments place during the design phases. 
· Did the Design Team perform a good Design Management & Design Coordination? 
· Have there been interfaces with the Local Authorities?
· Did Public Consultations take place, if necessary?
· Was Stakeholder Engagement carried out?
4.02 Procurement and Construction (Section 2)
· Success of procurement/ contract strategy – did the route selected achieve the project objectives? Did it allow for the desired level of flexibility?
· Were the tender documents adequate?

· Was the review process for the Contractors sufficient?

· Was the tender evaluation detailed and clear?

· Did Value engineering take place?

· Was risk allocated between parties satisfactorily?

· Was a partnering ethos maintained during the works? Was this effective?

· Was change administered and controlled well?

· Why have changes occurred?

· What was the course for the uplift in cost (if) – Could it have been anticipated at briefing stage? 

· If required, how well were client specialists incorporated into the construction works?

· Were Quality statements effective? How was quality monitored?

· Was the programme monitored effectively?

· Were costs reported and managed clearly?

· Were H&S standards acceptable?
· Were any management tools required, or used during this stage? Were they effective?

· Were there any abnormal events or issues that had to be overcome? 

· Were management and control processes effective?

· How did the communications process operate during this phase?

· Have Contractor’s proposal been reviewed by the TAG forum and the User?  
· Was the Risk Management successfully implemented by the Contractor and the College? 
· Did the Contractor perform a good Design Management? 
4.03 Handover, Operations and User Perspective (Section 3)
· Were handover procedures clear and effective?

· Was there coordination of handover with the Facilities Management Team(s)?

· Was there appropriate involvement of User representative in hand over & snagging process?

· Were all manuals provided satisfactorily? (O&M manuals, Building Fabric manuals, Lock book, equipment manuals/instruction)
· Were handover plans used?

· Do initial operations indicate that the building is working effectively or ineffectively?

· Has the User been involved during all phases of the project? 

· Were User expectations managed successfully?

· Were User expectations managed successfully?

· Is the new space / area suitable for function and purpose?

· Did User training take place for the installed systems/equipment? 

· Did the training of the Engineering staff take place for the installed systems/equipment? 

· Have all systems/installation commissioned to satisfaction? 

· Has the interface with College’s supporting departments been successful and no difficulties? (Fire Officer, ICT, Signage, Locks and keys etc)

· How was the decant handled? 
· Were the BMS commissioning procedures followed and successful implemented? 

· Was the College’s direct orders process and progress effective? 

· Was the snagging/defect procedure clear and effective? 

· Was there a quick closing out of defect/snags?
5. Workshop Particulars 
Workshop Details

Amend accordingly

Date/Time:


Duration:
3 hours 
Venue:


Agenda and Timings
Amend accordingly 

10:00
Introduction
10:30
Session 1 – Project start-up and Design phase




11:00
Session 2 – Procurement and Construction
11:30
Session 3 – Handover, Operation and User Perspective
12:00
Key Lessons Learnt 

12:30
Wrap-up 

13:00
Depart
6. The next stage
The information collated from the workshop shall be reviewed and compiled into a report by insert facilitators name and company. It shall identify what the group saw as the successes and less successful aspects of the project and make clear recommendations for how these may be improved in the future.
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