Action Plan Template

A. Action Plan

Step 1: Conducting Self-evaluation Prior to the Planning Phase
Key areas of this school-based IT in education development plan:

	Key Dimension 1: Leadership and Management

	□
	Make visions for developing 21st century skills of students in school-based IT in education development plan

	□
	Make school-based IT in education development plan as an integral part of school development plan

	□
	Manage IT in education related resources

	Key Dimension 2: Curriculum

	□
	Re-interpret the curriculum for developing both subject knowledge and 21st century skills

	□
	Integrate IT into strategic curriculum planning at all levels

	□
	Inculcate Information Literacy (IL) in the implementation of curriculum

	Key Dimension 3: Learning and Teaching

	□
	Encourage learner-centred learning in class through the proper use of e-textbooks and e-learning resources

	□
	Encourage self-directed learning after class through the proper use of e-textbooks and e-learning resources

	□
	Encourage deep learning by exploration with interactive tools

	□
	Encourage deep learning and learning with multiple perspectives by collaborative learning and peer tutoring

	Key Dimension 4: Assessment

	□
	Encourage formative assessment and use assessment records as evidence for arranging progressive learning

	□
	Use developmental portfolio as a means of formative assessment

	□
	Adopt appropriate strategies to use IT for evaluation of learning outcomes


Step 2: Soliciting Stakeholder Commitment
Stakeholder groups involved in the planning of school-based IT in education development:

	Stakeholder Groups

	□
	School Management Committee

	□
	Incorporated Management Committee

	□
	School sponsoring body

	□
	Teaching staff

	□
	Parents

	□
	Others (please specify:                                                   )


Step 3: Formulating Steering Committee

Details of the steering committee for the planning of IT in education development in school:

Name of the steering committee:                                                 

	Members

	□
	School principal

	□
	Vice-principal

	□
	Academic Leader

	□
	Curriculum Leader

	□
	Chairperson of the Curriculum Development Committee

	□
	Teacher coordinating IT

	□
	Representatives of subject panels (please specify:                              )


Step 4: Differentiating Leadership Responsibility

Leadership tasks assigned to different members of the steering committee to develop and implement school-based IT in education initiatives:

	Leadership Task
	Member 1
	Member 2
	Member 3
	Member 4
	Member 5
	Member 6
	Member 7
	Member 8

	Dedication of leadership
	
	
	
	
	
	
	
	

	Commitment of stakeholders
	
	
	
	
	
	
	
	

	Development of plan at the school level
	
	
	
	
	
	
	
	

	Development of plan at the administrative level
	
	
	
	
	
	
	
	

	Development of plan at the curriculum level
	
	
	
	
	
	
	
	

	Development of plan at the subject level
	
	
	
	
	
	
	
	

	Others (please specify:            )
	
	
	
	
	
	
	
	


Step 5: Setting School Goals

	Mission statement:

	

	

	Aim:

	

	

	Goal 1:

	

	

	Goal 2:

	

	

	Goal 3:

	

	

	Duration of the plan:
	

	
	

	Duration of the self-evaluation phase prior to planning:
	

	Duration of the planning phase:
	

	Duration of the implementation phase:
	

	Duration of the evaluation phase:
	


Step 6: Planning Implementation Actions
	Courses of action for Goal 1:

	

	

	Courses of action for Goal 2:

	

	

	Courses of action for Goal 3:

	


Step 7: Assessing Technological Needs

Hardware required for the school:
	Hardware
	Goal 1
	Goal 2
	Goal 3
	Funding source

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Software required for the school:
	Software
	Goal 1
	Goal 2
	Goal 3
	Funding source

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


e-Learning resources required for the school:
	e-Learning resource
	Subject 1
	Subject 2
	Subject 3
	Funding source

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Step 8: Developing Implementation Plan

Plan for the      -month implementation phase:

	Year 1 (Duration for implementation:       months)

	

	

	

	Year 2 (Duration for implementation:       months)

	

	

	

	Year 3 (Duration for implementation:       months)

	


Schedule for using e-textbooks/e-learning resources:

	Level
	_______s.y.
	_______s.y.
	_______s.y.
	Strategies of integrating IT in subjects, if any

	
	Subject
	No. of classes
	Subject
	No. of classes
	Subject
	No. of classes
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Tender evaluation criteria for procurement of IT resource –                   (Example):
	Evaluation criterion
	Scoring method
	Marks allocated

	
	Specification
	Marks
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Total marks:
	


Tentative teacher professional development related to IT in education:
	Programme
	Technical knowledge
	Pedagogical integration
	Managing and leading IT in classroom
	Develop students’ IL
	e-Safety

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Step 9: Performing Self-evaluation Prior to the Planning Phase for the Next Plan
Key areas worthy of further attention for the next school-based IT in education development plan:

	Key Dimension 1: Leadership and Management

	□
	Make visions for developing 21st century skills of students in school-based IT in education development plan

	□
	Make school-based IT in education development plan as an integral part of school development plan

	□
	Manage IT in education related resources

	Key Dimension 2: Curriculum

	□
	Re-interpret the curriculum for developing both subject knowledge and 21st century skills

	□
	Integrate IT into strategic curriculum planning at all levels

	□
	Inculcate Information Literacy (IL) in the implementation of curriculum

	Key Dimension 3: Learning and Teaching

	□
	Encourage learner-centred learning in class through the proper use of e-textbooks and e-learning resources

	□
	Encourage self-directed learning after class through the proper use of e-textbooks and e-learning resources

	□
	Encourage deep learning by exploration with interactive tools

	□
	Encourage deep learning and learning with multiple perspectives by collaborative learning and peer tutoring

	Key Dimension 4: Assessment

	□
	Encourage formative assessment and use assessment records as evidences for arranging progressive learning

	□
	Use developmental portfolio as a means of formative assessment

	□
	Adopt appropriate strategies to use IT for evaluation of learning outcomes


Note:
With regard to the issue about phasing in the plan, schools should notice that they are encouraged to develop and implement a new school-based IT in education development plan after the completion of the previous three-year school-based IT in education development plan. If schools prefer to prepare another school-based IT in education development plan based on this nine-step action plan before completing the current three-year school-based IT in education development plan, schools are recommended to develop and implement a short-term IT in education development plan in this situation so as to prevent distorting the original cycle of the school-based planning for IT in education development.

B. Timeline

	Phases involved in the development and implementation of school-based plans
	Short-term Plan

(Total: 18 months)
	Long-term Plan

(Total: 36 months)


Phase 1: Self-evaluation Phase Prior to Planning

	Action
	Duration (Month)
	Duration (Month)

	□
	Conduct self-review and make reflection on the readiness of school to use IT in school education
	
	

	□
	Conduct context analysis to understand the readiness of school to use IT in school education
	
	

	Overall 
	
	


Phase 2: Planning Phase
	Action
	Duration (Month)
	Duration (Month)

	□
	Determine initial commitment to planning
	
	

	□
	Set up steering committee
	
	

	□
	Confirm and formalise school board commitment
	
	

	□
	Establish leadership roles in the school-based planning for the development of IT in education
	
	

	□
	Determine mission statement and goals of the plan
	
	

	□
	Conduct needs assessment
	
	

	□
	Review relevant literature
	
	

	□
	Analyse needs assessment data
	
	

	□
	Consider possible options
	
	

	□
	Determine courses of action based on feasible options and needs assessment data
	
	

	□
	Enumerate needed materials and resources
	
	

	□
	Create yearly plan(s) for implementation work
	
	

	□
	Develop evaluation benchmarks and indicators for future evaluation
	
	

	Overall 
	
	


Phase 3: Implementation Phase
	Action
	Duration (Month)
	Duration (Month)

	□
	Purchase required hardware, software, and e-learning resources
	
	

	□
	Implement the measures of using IT in school administration, classroom teaching and learning, and communication
	
	

	□
	Provide on-going and diverse support to teachers
	
	

	□
	Encourage teachers to participate in professional development activities
	
	

	□
	Monitor implementation of initiatives
	
	

	□
	Monitor reliability, security and safety of school IT facilities
	
	

	Overall 
	
	


Phase 4: Evaluation Phase
	Action
	Duration (Month)
	Duration (Month)

	□
	Evaluate learning outcomes of learners (including the effectiveness of using e-textbooks and e-learning resources)
	
	

	□
	Analyse learning outcomes of learners
	
	

	□
	Make revision of the plan according to information gathered during evaluation phase
	
	

	□
	School reviews the relevant IT budgets in the Annual School Plan*
	
	

	□
	Review the security management situation of the school computer network (including wired and wireless)
	
	

	Overall 
	
	


*To enhance the accountability and transparency of the school’s use of the IT in education related grants, schools should articulate the IT budget with the SDP in years when there is/are major initiative(s) in e-learning to be implemented and /or there is particularly high level of expenditure in the IT area.
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