ACTION PLAN

Note: The answer to all yes/no questions should be a definite “YES!”

Is it between 300 and 600 words?
Is it printed out from a word processing package such as Microsoft Word?
Is your plan mostly (NEARLY ALL!) written in the FUTURE tense?

Have you removed all spelling mistakes?

Have you removed all grammar mistakes?

Are you consistent with your use of capital letters?

If you use underlining, are you consistent with how you use it?

Is your punctuation consistent?

Do you use Times New Roman 12 point throughout the document?

Is the activity related to the LCVP course? (It does not have to actually happen)
Have you stated that the document is a “Leaving Certificate Vocational Programme Action Plan”?

Have you stated the title of the plan?

Have you indicated the purpose of the plan?

At the beginning, have you linked it to the SLOs?
http://lcvp.slss.ie/resources/revisedlinkmodules_speclearning.pdf)

Objectives
Have you included three objectives?
Have you numbered them?

Have you included at least two PERSONAL objectives?

Have you included at least two GROUP objectives?

Check each objective – does EACH ONE refer to what you (or the group) expects to achieve or hopes to learn?
Have you made sure that your objectives refer to the FUTURE?

Are the objectives in some logical order? (for example, if some can be achieved before others)

Research Methods
Have you included three DIFFERENT research methods?

Have you numbered them?

Have you, in each case, named indicated the research that will be carried out, i.e. what you or the group have to do?
Have you included at least one research method that is YOUR personal responsibility (not the full group)?

If some research methods rely on others, have you put them in a sensible order?

Analysis of Research – the only section NOT in future tense (it should say what you found from the last section)
Is it in the PAST tense??
Did you ANALYSE each research method you stated in the previous section? (look at the process)

Did you state the OUTCOMES of each research method?  In other words have you recorded the information obtained?
For the information you obtained, have you recorded how it will influence the plan?

Have you done the analysis in the same order as you listed the research methods?
You had to have at least one research method that you yourself are responsible for. Have you done a particularly detailed analysis for these?

Actions
Have you listed at least five steps you will need to take to complete the activity (now the previous section is complete)?

Have you included at least one step close to the date of the activity (but not the activity itself)?

Have you included all the steps of the actual activity itself – not just the time leading up to it?
Did you state how long it will take to complete the activity?

Did you go back using the future tense again?

Schedule of Time (which can be included under Actions to avoid repeating)
Have you indicated how much time will be allocated to each part of the activity?

Have you stated the dates of any deadlines that must be met in order to carry out the plan? 

Have you more detail nearer the time of the activity?

Have you listed at least three relevant times/dates?

Have you avoided simply repeating ‘Actions’?  (If you are repeating, include this material in ‘Actions’ only)
Resources and Costs

Have you listed all the resources you will need to complete the activity?

In particular,


Have you itemised all the material resources needed to complete the activity?


Have you included all incoming money (estimated if necessary) which might arise in the activity?


Have you included all people needed to complete this activity?

Have you a list of all the costs (and estimated costs)?
Evaluation Methods

For EACH of your objectives (in the first section), have you listed all the methods you will use to assess whether you have achieved it?
Have you written full sentences, full of detail?
Have you clearly linked each evaluation method with at least one of your objectives?

In particular, have you included how you will evaluate the extent to which your personal objectives have been achieved?

Have you listed the evaluations in the same order as the objectives they link to?

FINAL CHECK: Is everything in the future tense except for the Analysis of Research?
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