
Module 11

Planning and Doing 
Your Action Plan
Before doing, reviewing, and sharing the products you made in this course, 

you began by planning. In much the same way, the objective of this mod-

ule is to have you create an action plan that outlines the action steps that 

you will take to change your classroom practices based on what you have 

learned in this course.

Focus

•	 Action plan purpose and development

Outcomes

•	 Understand the purpose and components of an action plan

•	 View sample action plans

•	 Determine the professional changes you want to make and develop a 
plan to implement the changes over time

•	 Plan the action plan on paper and do it on the computer

Additional Resources

The following files are used in this module:

•	 Exploring Action Plans

•	 Sample Action Plan
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Pair and Share: Reflecting on Module 10

Share your answers to the Take-Home Exercise: Reflecting on Module 10 
with a colleague and the whole group as directed. Record any new and 
good ideas on the lines that follow.
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Exercise 1: Understanding Action Plans

Through your Take-Home Exercises and subsequent Pair and Share re-
flection discussions, you identified ways in which you want to incorporate 
technology literacy and 21st century teaching and learning skills and ap-
proaches in your classrooms. However, teachers can easily fall into familiar 
patterns and lose motivation and interest when the everyday pressures of 
life challenge the most well-intentioned plans. To help you become more 
successful in implementing your plans, spend time in Modules 11 and 12 
creating action plans.

What is an action plan?

An action plan is a well-thought-out analysis of current practices and for-
mal strategy to make positive change those practices. Action plans help 
teachers make significant changes in their instruction by asking them to 
identify the changes they want to make and describe how they want to go 
about making those changes. Effective action plans include tasks to be ac-
complished in chronological order.

How do action plans differ from unit plans?

Action plans detail the steps teachers intend to take to make positive 
changes to their current professional practices. In contrast, unit plans 
detail how teachers will deliver particular units of study to students. Your 
unit plan focuses on delivering information to students. Your action plan 
focuses on the personal changes you want to achieve as a teacher.

Why are action plans needed?

Research indicates that action plans serve three purposes in making 
changes happen:

•	 Action plans compel teachers to declare what they are trying to 
accomplish.

•	 Research shows that people are more likely to make significant 
changes if they have specific, concrete goals. By putting a goal in writ-
ing, a person makes a commitment to an idea, and by sharing the goal 
with others, the person becomes accountable for achieving it.

•	 Action plans anticipate problems and identify resources.

•	 While teaching, solving problems using new knowledge can be chal-
lenging, and going back to familiar methods might seem much easier. 
By predicting potential challenges, teachers can be proactive and cre-
ate support systems that will help them when they need it.
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•	 Listing the steps of a process of change can motivate teachers to con-
tinue as they check off both small and great accomplishments.

•	 Success is a great motivator, and the feeling of accomplishment people 
get from small victories can inspire them to continue in the face of 
challenges.

What should action plans include?

Action plans can vary greatly, but some components are common to all of 
them. Review the information in the following resource file to learn more:

•	 Exploring Action Plans

How are action plans made?

Action plans are personal and can be made in a number of ways. Make 
sure that when you develop your actions plans, they fit your teaching and 
learning styles. Some people like making long lists of detailed steps and 
checking them off daily. Others can accomplish more with brief descrip-
tions. Remember that action plans should both motivate you and hold you 
accountable. So however you design your action plans, keep your tasks 
as specific and concrete as possible so accomplishments can be assessed 
objectively.

What does an action plan look like?

The following figure shows a sample action plan. The sample shows how 
one action plan was designed and may guide you as you begin forming 
your ideas. Keep in mind that your action plan should be customized to 
meet your goals and needs as a teacher. Therefore, your final action plan 
may look very different than the sample shown in the following resource 
file:

•	 Sample Action Plan
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Exercise 2: Planning Your Action Plan

You will now work alone or with one or more of your colleagues to plan and 
do your action plan. During the final module, you will review and share 
your action plan. As part of sharing, you have approximately five minutes 
to present your action plan to your colleagues and invited guests. You 
also get to watch and listen to presentations by your colleagues. However, 
before you create your action plan, you must first begin by planning your 
action plan.

Step 1

Start by going back and reviewing your answers to the Take-Home 
Exercises and your notes for the Pair and Share reflections. Recall some 
of the ways in which you planned to apply the technology literacy and 21st 
century teaching and learning skills and approaches to enhance your pro-
ductivity and professional practices in your classroom.

Step 2

Read the questions that follow. Work alone or with one or more of your col-
leagues to determine and record your answers.

1.	 What are your key goals?

2.	 What instructional strategies and tasks will you use to achieve your 
goals?
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3.	 What challenges do you anticipate? What are your solutions to the 
challenges?

4.	 What is your timeline for achieving your goals both in the short and 
long term? How will you display the information?

5.	 What resources will you use? Consider the Internet sites you identified, 
the activity products you created, and the colleagues you met.

Module 11

Planning and Doing Your Action Plan

Intel® Teach Program
Digital Manual 2.0  Getting Started

Copyright 2010 © Intel Corporation.  
All rights reserved.

11.176



6.	 How will you organize your action plan when you present it to others? 
What will be at the beginning, middle, and end?

7.	 What software applications will you use? What pictures, tables, and 
documents might you design in the word processing software? What 
type of presentation would you build in the multimedia software? What 
worksheets and charts might you make in the spreadsheets software?

8.	 How long do you think it might take to create your presentation? What 
is the sequence in which the steps must be completed?
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9.	 How will you engage your audience and convince them that applying 
technology literacy and 21st century teaching and learning skills and 
approaches will enhance your productivity and professional practices in 
your classroom?

Step 3

Review your answers. If any questions have not been answered, answer 
them now. Make any other desired changes as well.

Step 4

Share your plan as directed. Be prepared to answer additional questions. 
You might even be asked to do more planning and to share your revised 
plan before approval is given.
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Exercise 3: Doing Your Action Plan

Now that your plan has been approved, you are ready to begin doing 
your action plan. Your goal is to complete work on your action plan by the 
beginning of the next module. Therefore, make sure you use your time 
wisely!

Step 1

Reread your approved plan.

Step 2

Gather all your resources and complete any required research. Use avail-
able resources such as books, the Internet, or colleagues to find the infor-
mation you need.

Step 3

Should you need ideas about how to perform a certain task, refer to the 
activities you completed in earlier modules. Also, look in the Help Guide for 
help with the software.

Challenge: To assist you while you to give your presentation later, type 
notes for yourself. If you are using multimedia software, type notes in 
your slides in the Notes area. If you are using word processing software, 
insert notes as comments where appropriate. Your notes should contain 
instructions or cues that you should follow while presenting. (For help, see 
Multimedia Skill 5.15: To add notes to slides for the presentation speaker 
to use, or Word Processing Skill 11.3: To use Comments to review a 
document.)

Step 4

Organize your presentation as needed.

Step 5

Save your work as directed.

[Note: Module 11 does not have a Take-Home Exercise. Instead, teachers 
are encouraged to use any available time to complete their action plans 
prior to the start of Module 12.]
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Module 11 Summary

Step 1

What key points are addressed in this module? List your ideas and those of 
others as directed.

Step 2

What did you accomplish in this module? List your ideas and those of oth-
ers as directed.

Step 3

Ask any questions and share any comments. Learn about and prepare for 
Module 12: Reviewing and Sharing Your Action Plan.
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