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Guidelines for Writing an Action Plan [Projects 1-6]
Suggested Titles and Headings for each Project-
Title Page

Statement of the Problem

A Review of the Data

Literature Review

The Action Plan(s)

The Personal Reflection

Reference Page(s)

Appendix or Appendices [for tables, charts, or other information that you do not incorporate directly into the narrative]

1) The Title Page- See APA 6th Edition.
2) Statement of the Problem- What is the current state of the school and how does past and current history affect the problem? 
3) A Review of the Data-
(a) What does the data lead you to determine that the school must address?
(b) What are the most important needs in priority order, realizing that the school has limited time and resources?
4)  The Literature Review-What does the research literature say?
(a) What answers and solutions does the research literature provide to solve the problem(s) that you have identified?
(i) What options do you have?

(b) Why should the school implement the particular research-based solution(s) that you chose in light of others that you could have chosen?

5) The Action Plan-The How. 

(a) Priority Goal(s), (additional goals?).  
(b) Why? The rationale for each goal and solution.
(c) Describe the implementation of the action plan, including:

(a) Goal/Objectives, Strategies, and tasks.
(b) Resources, Responsibilities, Timeline, Training, and Costs.
b. Charts-Highlight the key points for each priority goal:

c. Cyclical Evaluation-How will you continue to evaluate over time what you have proposed to determine whether or not your plan is working, needs to be adjusted, or abandoned?
4.)  The Personal Reflection-A comparison of the benchmarks to actual outcomes. 

(a) Include intended and unintended consequences. 
(b) Provide a critique and your conclusion
5.) The Reference Page(s).
Remember what you learned from the construct of your environment scan during the principalship course.  As a final check of your action plan for each project you should ask yourself:
Did you use the school’s history and a variety of data sources to identify the issues you will address?

Have you prioritized the issues to be solved based on limited resources and limited time?

Are the solutions that you recommended to the issues which you identified grounded in research (literature review)?

Have you provided your solutions within the written narrative and included a table for your action plan(s) using SMART goals?

Sample Table 1

Sample Action Plan for Widget High School
Critical Issue: Improvement of professional learning communities (2012)

Goal 1: Develop methods and strategies to assist “at-risk students to achieve   academic success

Objective1: Identify and serve students in at-risk situations and obtain an 80% or greater in EOG’s (must be SMART)
Strategy 1: Extend learning opportunities and intervention programs for at risk students 
	Tasks/Action Steps

What will be done?
	Responsibilities

Who will do it?
	Resources

Time, Human & Materials
	Funding

Money  source of funds
	Timeline

By When?

Beginning and end date
	Potential Barriers

What individuals or organizations might resist?


	Status of Project

	. Review Teacher Working Conditions Survey; specifically professional development.

Engage SIT in a discussion of Professional Learning Communities (PLC). Explain how they can be a collaborative way to address professional development needs


	1.School Improvement       Team

Principal and Assistant Principal


	Time
· next SIT team meeting

Materials

· a copy of the TWCS for each team member 

· a copy of the School Improvement Plan, specifically the section pertaining to  Professional Development

· food, drinks, napkins, plates

· LCD projector and computer to show “Professional Learning Communities: What Are They And Why Are They Important”

http://www.sedl.org/change/issues/issues61.html

	.$40.00 for food supplies from SIP funds


	. May 1-July 30, 2011 


	
	

	Evidence of Success:

· Development of PLC

· Weekly PLC attendance

· PLC presentation at end of school year

· Evaluation Process (How will you determine that your goal has been reached? What are your measures?
· 100% participation of all teachers in PLC’s

· 45-minute weekly meetings




Notes: 

A chart or table for an action plan should be placed appropriately within the narrative.  If a chart or table is not directly related to the narrative but adds substance to the paper as a whole, place the table or chart in an appendix at the end of the paper.
Each evidence cluster paper should be between 10-12 pages long, not including the title page, reference pages, or appendices.

Each evidence cluster must follow APA 6th Edition formatting and guidelines. 
There must be a minimum of 6 references provided for each evidence cluster paper that include academic books, peer-reviewed journal articles, and /or academic web sites. Note: Wikipedia is not an acceptable form of reference.
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