Progress File -
Action Planning

Progress File supports pupils in:
e planning what they want to achieve from their school and wider activities
e keeping track of progress towards their learning, personal and career goals.

Learning and using action planning in Years 6, 7 and 8 will equip pupils with the skills
and 'know how’ they will need for developing their 14-19 individual learning plans (ILPs])
in Year 9.




Progress File -
Action Planning

TN6 Teacher Notes

Action Planning involves setting targets (steps towards reaching a goal] and then
identifying action points and deadlines for the achievement of targets. It can help
motivate pupils by encouraging them to:

e split what they have to do into smaller, more manageable ‘tasks’

e think clearly about what they have to do and by when

e identify who and what they need to support them

e say how they will know when they are successful.

See the hand-out describing Action Planning in the Pupils’ Activities section (P6.5).
This can be kept in Progress File or made into a poster.

Plans should be reviewed at regular intervals to enable pupils to gain feedback on their
progress, identify their achievements and plan their next steps. Targets and plans will
be ineffectual unless there is time and a system in place for reviewing them.

Pupils should be encouraged to assess their own progress, and perhaps engage in peer
reviews, to ensure plans are not forgotten. Depending on the school’s policy, it may be
appropriate to build in rewards for the achievement of targets - opportunities to
celebrate successes.

Examples

E6.1 Action Plan To record targets and action points for achieving an
identified goal and review progress

E6.2 Action Plan To focus attention on a particular target

E6.3 High Jump Target sheet An example of a graphic to encourage pupils to identify
action points for meeting a target




E6.1

Teacher Note: The pupil and teacher agreed the learning goal should be to improve the
Purpose and Organisation of writing (to move from 3A to 4A). Target one has been fully
worked through in terms of action points. The two other targets will be planned, and
overall progress will be reviewed and recorded at an agreed time. A blank form (P6.1)
is in Pupil Activities

PROGRESS

My Action Plan

Name: xxxoxxxx

My Goal: Date set:
To improve the purpose and organisation of my whiting 22.9.03

My Targets Deadline

Target: To /mproVe ogpenings to my stovies to make the
reader interest

Action Points:

1. Look Gt the gpenings of 3 stories Gnd suy what is by vext week

2 300!1 or bad about “them 10 Oct

| Practise Writing gpenings to G story

3. Ask pegple in my class to say what they think 17 0ct

Half term

Target: o use /;ayajya/zhs Carr@cf/y

Action Points:

Target: To orgunise my Writing so it doesit end Gbruptly

Action Points:

Review Notes:

Pupil signature: Teacher signature:




E6.2

Teacher Note: In this example, the focus is on one target - a personal target concerned

with making more friends. The pupil recorded hi

s own comments on progress after a

discussion with his peers. A blank form (Pé.2) is provided in the Pupil Activities section

of this CD.

My Action Plan

Name: xxoxxx

PROGRESS

My goal: To make more Friends. Set on:

other pecple.

My target: 7o be more positive towhrds Deadline Jan 30

Jan 19

How 1 wil tell 've achieved it:
Adam, Sean and Ben will tell me.

Action Points: By when:

to sa y So.

1. I someome looks wice make the effort end of week

3&%5 /;ra/sed for it Gy well done yoursﬁ/p.

2. 1f someove struggles to do something but el P o

3. pick out the best in pegple nd say end of
what they would lke <o hear next week.

Review Notes: Date: Jan 30

It Wos hard to say someone looks wice cos they Lhink
yore bemg furmy. It Was cusier to pick out something
300(1 about someone when everyone had 4o do it in the
group. I Wil kees fry/vlj.




E6.3

Teacher Note: A variety of graphics can be used in designing action planning forms to
link with pupils’ interests. Please note action step one is at the bottom to show that as
more action steps are achieved the nearer the pupil is to meeting the target. The one
below has been used to focus attention on a target towards the pupil’s overall goal of
making career decisions. A blank copy (Pé.3) is provided in Pupil Activities.

PROGRESS

My Action Plan

My Goal: to make some decisions Gbout what I wont to do
when im 16

My Target: . diffeent wiys to fnd out about jobs I like

Date for achieving it: Nov 2¢

How 1 will know P've
achieved it:

evidence in
my Folder

Action Points: By when [J

3. Next
Do the guiz on CID m careers wednesday

g Go to the /ibrary and 3@'6 some Lunchtime

idecs From books Lomorrow

Ask my sister about her job Tonight N




