	ACTION PLAN – Group/Team
	
	

	What do we need to do together?
(Remember: Give detailed action points)
	●●●
	COMMENTS...how did the task go?  Did anything need adjusting?

	Identify school community needs.
	
	

	Create a shortlist / mindmap of possible ideas.
	
	

	Create a questionnaire.
	
	

	Analyse questionnaire data.
	
	

	Conduct an interview with the head of Welsh / English.
	
	

	Analyse data and draw conclusions.
	
	

	Identify data needs.
	
	

	Set aims and objectives.
	
	

	Categorise skills for the task.
	
	

	Assign jobs to everyone in the group,
	
	

	Create a timetable for the task.
	
	

	Create a risk assessment.
	
	

	Create a list of resources.
	 
	

	Choose pupils with the head of Welsh / English.
	
	

	Receive training on the morning reading plan.
	
	

	Arrange reading dates and periods with the teacher responsible.
	
	

	Meet and get to know the pupil during the first week.
	
	

	Recognise the pupil’s common errors in order to target these errors.
	 
	

	Select a set of suitable books for the pupil based on the pupil’s reading needs.
	
	

	Attend each morning reading session with the pupil.
	
	

	Assess the pupil each month to assess progress on the targets and adjust the targets if needed.
	
	

	Finally assess the pupil.

	
	

	Report back to the teacher on the pupil's progress.
	
	

	Evaluate the process.
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