Writing an Action Plan – active steps of thinking

This document is heavily influenced by the planning tool from the EEF’s Implementation Guidance recommendations, which some schools in Learn Academies Trust use.  The series of five steps can be adapted to whichever action plan format your school uses.

EEF Implementation guidance
EEF Implementation guidance planning tool

	Thinking step
	What is the purpose of this step?
	What do you need to think about?
	What do you need to record in an action plan?

	Step 1: The problem
	Identifying what needs to change
	You need to think of the weaknesses or actions that need to be made in your subject and record them as objective statements of what the issue is.  Best practice is for these weaknesses to have been identified as part of your subject monitoring across school.

There may be some elements in here which are not problems currently but which you need to plan in to sustain eg how you’ll ensure something will continue or how you will ensure new staff are able to adopt the good practice you have established.
	This section can be written as objective statements.    They should state, in the present tense, what is happening.

Consider sorting the problems into three categories:

School

Learners

Teachers

	Step 2: future pupil outcomes
	Making it clear the ways are pupils at the school benefitting from the changes that will have been made when your problems have been resolved.
	The focus is on the outcomes that you will be making.  Think about the impact on pupils and their outcomes in the long term.   Identify what will be happening in your school once the problems that have been identified in section 1 have been resolved, in a perfect world where everything worked. 
 
The statements you write in this seciton will all be of what pupils are doing as a result of the changes that have been made.


Be realistic.  Not all changes can be made at once so think about the different outcomes that can be achieved in different time scales: identify what short, medium and long term success looks like.

This section is not always recorded on action plans but even if you don’t write it down, your visualisation of the success of your work is a key part of making it happen.
	In this section, the language will be in the present tense and many of the sentences will start with phrases like “pupils are/can/demonstrate…”

You might want to subdivide these success outcomes into short term, medium term and long term outcomes that the school will see, to make the changes identifiable and achievable.

	Step 3 – intervention descriptions
	Knowing in outline what you need to do to make the changes.  
	This is a big picture moment.  What are you going to do to make the changes happen? This is where all the planning for what needs to be put in place to make the changes that will achieve your goals.  This section is less detailed than section five and will focus on broader descriptions of what you will be doing in school to achieve your goal, who will be involved etc.  If you find this hard, it might be helpful to look at the problems listed in section one and think of what recommended actions to solve each problem would be.  These recommendations form the interventions that you will describe in this section.
	Write each point as a command sentence, identifying what will happen in the future.

Pupils will… 
Teachers will…

	Step 4 – implementation outcomes
	Knowing who is involved in making the changes and how their practice will develop and change in order to achieve the results you want.
	This section is all about what the staff in school are doing to make the outcomes that you want, happen.  What are people doing that they didn’t before?  How are people engaged with the process?  What are the documents or resources that will be available in school as a result of the work that has been put in?

You will probably want to divide these statements into short, medium and long term outcomes.  Put dates on them.  Your definition of short and long term may be different to another school’s and may vary from subject to subject.
Over time, you will be able to RAG rate your journey towards achieving these outcomes.
	The sentences will be in the present tense describing what people are doing and what is happening in school when your outcomes are achieved..  They might typically begin:
Teachers….
The curriculum…


	Step 5 – Implementation activities
	Identifying specific steps to achieving your goal and agreeing them with SLT.
	This section is the practical bit.  What are the details of what you will do, and when will you do it?  What resources and budget will you need?  How and when will the work be monitored?

We suggest this section is written as a proposal initially and then finalised with SLT, to make sure that your actions are achievable and in line with other school and subject priorities.

	
You need to write down dates, people involved, activities, monitoring and budget.




