Action Plans

What is an Action Plan ?
An Action Plan is a document that sets out your goals, ways to achieve your goals, time scales to achieve your goals, possible barriers to achieving your goals and ways to overcome those barriers. It is designed to help you plan for your future by setting realistic targets for you based on your own ideas and preferences and setting out time scales for you to follow. It helps you to decide what you want to do next in your life and how you are going to do it.

Designing and writing an Action Plan

An Action Plan can be structured in any way that you like and which is meaningful to you - it has to be set out in such a way that you understand what it is saying and what it means. But for example, an Action Plan might have headings that look something like this:

Name

My personal goals and targets

How I am going to achieve those goals and targets

Time scales during which I am going to achieve those goals and targets

Resources I will need to achieve those goals and targets

Barriers that might prevent me from achieving my goals and targets

Ways of overcoming those barriers

It is important that before you start writing an Action Plan you have spent some time planning what your personal goals and targets are - you need to be clear about what you want to be doing in the future so that you can plan for it. This will help you to organise your life and allow you to set goals and then see how you can achieve those goals. Then over time you can monitor your progress by seeing when you achieve your goals.
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