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Agenda

Time Item

5 min What is an action plan?

10 min Action Planning Template walk-through

10 min Model action planning

1 hour 10 min Action planning breakout
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What is an action plan?

▪ An action plan is a document that lays out the tasks you 
need to complete to accomplish your goal.
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Reflection Questions

▪ What is the purpose of creating an action plan?

▪ What is the value of having a clear action plan?
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An action plan...

▪ Outlines and coordinates necessary steps to achieve goals

▪ Is dynamic

▪ Engages all team members

▪ Establishes clear roles, responsibilities, and timelines
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Action Planning Objective

▪ Create a clear action plan for successful implementation 
of Education & Training programming in Year 1 based on 
grant requirements
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Action Planning Template

▪ Template for Year 1 (2022-2023) and Year 2 (2023-2024)

▪ Directions on page 1



8

Action Planning Template

1

2

3

4

1. Section number and name

2. Required Actions

3. Actions to Consider

4. Additional Notes
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Required Actions

▪ In Sections 1-4, start with green areas of Required Actions
▪ Determine an Actual Timeline based on Suggested Timeline

▪ Identify Owner(s)

▪ Capture Additional Notes
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Plan for monitoring

▪ As mentioned, an action plan is dynamic

▪ In Section 5, answer prompts to coordinate how the action plan will 
be monitored
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Actions to Consider

▪ Go back to Sections 1-4 and fill out green areas of Actions to Consider
▪ Determine an Actual Timeline based on Suggested Timeline

▪ Identify Owner(s)

▪ Capture Additional Notes

▪ In Section 6, answer prompts to identify immediate next steps

▪ Refer to the GYO Grant E&T Requirements Document as needed
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Example Row 1

▪ Fill out green areas for all Required Actions

▪ Actual Timeline – be specific when possible

▪ Owner(s) - appropriate person(s) with knowledge, skills, 
and capacity

▪ Progress – update as part of monitoring the action plan 
(Section 5)
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Example Row 2

▪ Fill out green areas for the Actions to Consider that your 
team can commit to for quality implementation

▪ Actual Timeline – be specific when possible

▪ Owner(s) - appropriate person(s) with knowledge, skills, 
and capacity

▪ Progress – update as part of monitoring the action plan 
(Section 5)
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Summary

▪ Follow directions on page 1

▪ Collaborate with your team to complete green areas for 
Year 1 template

▪ If time permitted, start filling out green areas for Year 2 
template

An action plan...

▪ Outlines and coordinates necessary steps to achieve goals

▪ Is dynamic

▪ Engages all team members

▪ Establishes clear roles, responsibilities, and timelines
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Action Planning Breakout

▪ Coordinate a virtual link for your district team

▪ Go to your team's virtual link

▪ Download the Action Planning template

▪ Share with the team as one file

▪ Work on completing the template

▪ Save and coordinate one central location for your 
district's action plan


