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Gantt Charts information sheet
Gantt Charts are useful tools for planning any project. They can help you:

· Work out the order tasks need to be carried out

· Who can carry out each task

· How long the task will take

· What tasks are dependent on other things being carried out too

· How long a project will take to finish

We are going to use one today to help us work out how much time a project might take. The example task we are going to use is “packing a schoolbag”.

Step 1

To plan a project using a Gantt chart, begin by listing all the tasks that need to be done to get the project completed.

Below we have listed all the tasks that have to be done to get your bag ready for school (or college etc.). There are many combinations of tasks that might be more suitable for you, and we have not broken them down too much because we want to keep this simple.

Task list

· Choose which bag you want to take

· Find the bag

· Find the books you need for the day

· Get someone to make you a packed lunch

· Get a letter from a parent/carer giving you permission to take part in a school trip

· Put the books and lunch in your bag

· Close up the bag 

· Put the permission letter in your pocket
Step 2  

For each task, work out how long you think it will take, and who is responsible for carrying it out.

Some tasks are dependent on other activities being carried out first. In this example, we can’t put all the books we need for the day in the bag until we have found them. This means they have to happen in a set order; find the books, then put them in the bag.

Other tasks are independent; in this example starting the task of getting the letter from a parent/carer does not depend on anything else being carried out first.

For all the tasks you listed, create a table like the one below:

	Task
	How long?
	What other task does it depend on?

	Choose which bag you want to take
	5 minutes
	none

	Find the bag
	5 minutes
	Depends on choosing which bag I want to take

	Find the books you need for the day
	5 minutes
	none

	Get someone to make you a packed lunch
	10 minutes
	none

	Get a letter from a parent/carer giving you permission to take part in a school trip
	20 minutes
	none

	Put the books and lunch in your bag
	2 minutes
	Depends on finding the books, and getting someone to make the lunch

	Close up the bag 
	1 minute
	Depends on putting the books and lunch in the bag

	Put the permission letter in your pocket
	1 minute
	Depends on getting the letter


Step 3

Now you are ready to draw the Gantt chart

Put the list of tasks down the left hand side of the paper.

Draw a scale along the top estimating time. In our example, the shortest interval is 1 minute, so we have chosen to draw the scale in 1 minute intervals.
You can then ‘plot’ the tasks, by drawing a line that represents when the task will begin and when it will end. Time in minutes along the top
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Things to note in this example:

You are very busy at the start of the task: you have to choose the bag, organise to get your lunch made and ask for the letter to be written at the same time.

The longest task is getting the letter written so it is very important to start this in good time.

The total time to get ready is 31 minutes.

There are two minutes towards the end of the task where you are not doing anything. You are simply waiting for the letter.

Finally…

This is a very quick and simple example. Some charts will be much more complicated, with many more tasks. 

It can also be helpful to include who is responsible for each task, what they need to complete it (resources) and how important each task is.

If you have all this information, you will be able to monitor your progress. Of course you wouldn’t do this just for packing your schoolbag. But you might for a longer project, where the timescale is expressed in weeks or months rather than minutes. It lets you see at a quick glance at any time what tasks you should have completed by now, and take steps if you are falling behind schedule.
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