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421 Yoctangee Parkway 

Chillicothe, Ohio 45601-3597 

(740) 702-2287 

 
Department:  HEALTH & PHYSICAL EDUCATION DEPARTMENT – HPE 

*Duel Health/PE 

*Personal Fitness 

Health 

Pe 

Department Goal:  (Health, Physical Education “Duel” & Personal Fitness) 

o The CHS Health & Physical Education Department will strive to support improving AIR/ACT passage rates as well as all course passage 

rates through the development and practice of standardized formative/summative assessments on-line (Bb), PBA & textbook web-site 

quizzes through the daily application of the best teaching practices instruction model. The integration of technology (Google Chrome Books) 

with a more direct focus on the Bell Ringer process using Collins Writing and other common core techniques (test verbs) to drive the 

learning process and to identify & close all learning gaps daily. 

 The Course Goals: (Health/PE Duel Credit Option) 

  Health Education Courses at CHS will see that 90% of our students make targeted growth per unit and that 90% of our students 

make targeted growth for the year. 

 Physical Education Courses at CHS will see that 90% of our students make targeted growth per unit and that 90% of our students 
make targeted growth for the year. 

 Personal Fitness at CHS will see that 90% of our students make targeted growth per unit and that 90% of our students make 

targeted growth for the year. 

  Student Growth via Teacher Based Assessments per unit and comprehensive for the year: 

o   Department Goals for:  Health & P.E. (Duel Option) 
1: Improve retention rates for transition from 9th to & thru graduation @ CHS to 85+% 

2: Improve retention rates for each subsequent grade level transition to 85+% per level 

3: Establish assessments and procedures for evaluating students based on experience level (years in the program) & be data driven 
in instructional practices via OTES assessment scores throughout courses. 

4. Implement teaching strategies that support common core and the district report card (test verbiage & Collins Writing). 

COURSES: 

*Health:  The health course is aimed toward development of attitudes as well as knowledge and understanding of health 
matters. Our main objective is to assist the student in gaining an intelligent understanding of the three areas of health in order 
to maintain good life long wellness and to apply this knowledge now and throughout life with a desire to achieve the highest 
degree of physical, social and mental fitness to prevent and reduce the risks of lifestyle diseases. 

                                                          *Physical Education: Physical education is a laboratory of physical activity experience(s). Through this medium of physical 
experiences, we introduce students to new physical activities, develop life activity skills, acquire knowledge and understanding and to develop necessary 
social concepts. 
                                                     *2016-17 DUEL Health/PE Option*  

                                   *Personal Fitness - P.E.: emphasizes developing skills in weight training, aerobics, agility, plyometrics, and speed improvement. 
The activities will focus on Total Fitness, Fundamental Motor Skills, and Lifetime Sport and Leisure Skill Development within four distinct units: Biomechanical 
Principals of Exercise; Conceptual Basic’s of Resistance Training Techniques; Specialty Skill Training Techniques; Principles of Training Variation and Exercise 
Program Specific Nutrition Practices. Advanced weight training, aerobics, agility, plyometrics, and speed will be improved and workout programs designed and 
utilized for sport and fitness for life. 
Duel HPE Goal:   

      Through bell ringers and exit slips daily, the Health and P.E. dept. will pursue an instructional climate to enhance the CHS statement as “The Premier Academic 
Institution in Southeastern OHIO”.  This will be done through use of technology readily available and in-line with the common core use of high yield instructional 

strategies to enhance academics across the curriculum (Marzanno Strats/Vocabulary Acq. Skills/Collins Writing).  The department through data programs now 

available within the district will be able to provide in its courses OTES/AIR/ACT ( unit formative/summative) like data to analyze to develop better instructional 
opportunities and interventions as well as support concepts that aid in higher standardized test scores for all subjects far beyond just course conceptual 

learning/mastery.  A big focus will be with vocabulary acquisition/test verbiage & quick writing to support AIR/ACT score improvements daily with bell ringers.       

     Lastly as a department the ultimate goal is to provide through instruction - life skills in the realm of Health, Fitness and Wellness. So along with all the 
upcoming baseline numerical data and assessment tools to enhance our educational product, the hope is that the department will also foster the following which 

aligns with the district vision/mission/core values statement:  To help all students develop positive self-esteem and to assist each student in reaching his/her best 

potential (emotionally, intellectually, physically, and socially).  Departmentally we want to teach students how to live life to the fullest; to face life struggles and 
strife; to improve their self-worth; how to choose the proper path and or get back on the proper path when a wrong turn has occurred; to learn right from wrong and 

to help them grow to become successful citizens wherever life may lead them. This can be seen through what Mr. Coach Eric Huffer calls the Class/Life Essentials. 

Department Weakness (es):   

 

1. Better utilization of standardized assessment data to support or refute Health and P.E. courses as to student growth and to implement ODE report 
card data for core support. All for improved student performance across the curriculum. 

2. Still developing a more precise cross-curricular link utilizing district data to support core assessments for graduation while developing assessments 

over the Big Ideas/Essential Questions within course(s). Marzanno Strategy(s) Vocabulary Acquisition & Writing Supports (Collins Quick Writes). 

3. Need to utilize more of our current technology (CHROME BOOKS) to bring differentiation & excitement for learning to lessons and its mastery. 

Training, practice & implementation(s) on going 2016-17.   

4. To learn and try various technologies to always provide best practices and develop 21st century skills on more regular bases departmental staff and 

student alike.     
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5. Develop and execute better bell ringers to drive our instructional practices and identify/close all learning gaps for all learners.                                                                                                                                                                                               

*As indicated by Building principles individual as well as departmental weakness(s) to improve upon.              Analyzing data and honest 

discussions as a PLC/TBT team to improve instructional delivery & retention. 

**Use of the bell ringer process as an area of focus to enhance lesson delivery and student growth. Use of the Bell ringers daily to: cue students, 

specificity for learning, test verbs use, rapport building, proximity, identification of learning gaps-addressing learning gaps-closing learning 

gaps. 

Department Strengths:   

1. Utilization of “The Premier Academic Institution in Southeastern Ohio” facilities to develop Health and Fitness Skills for life while supporting common 

core academia along the way using technology. 

2. Willingness to utilize and implement into lessons Marzanno High Yield Teaching practices. 

3. “Flipping the Classroom” - “Breaking the mold” as to provide the best life-long learning environment of subject matter in Health and Fitness. *Doing all 

to start class as would a core subject and then making all the necessary adjustments to lead into concepts of course to guide achievement for life of 

Health/P.E. content taught.  Health and Fitness is not just Kinesthetic anymore. Focus: Gradual Release Model- I do, You do & We do 

4. We are classroom centered as well using the “Best Practices OTES Teaching Model” instructional classroom. 

Data to Support Department Goal:   

1. 2016-17 on course pre-assessments w/unit pre assessments 

2. 2016-17 on summative unit tests (3x per qtr). 

3. 2016-17 on line text web site custom material for courses and data from student works within. 

4. 2016-17 on daily use of a bell-ringer course specific or core data base use of with common core test verbs. 

5. 2016-17 on a portfolio/notebook of life-skills applications to use for life. 

6. *Numerical testable data results 2013 and to 2016-17 data as baseline to edit/enhance for future years course planning and conceptual teaching 

practices of concepts over content. 

7. Information as to Vocabulary Acquisition practices to support English department & Science Department per discussions w/them to cross course relate 

materials/concepts of science inquiry (science method, problem solving as to goal setting, decision making & action planning) along with best writing 

practices for all through Collins Writing especially with Bell Ringers. 

Action Plan to reach Department Goal: Consistency in Intent w/Best teaching practices mode 

Implementation: The CHS Health & Physical Education Department will improve/support AIR success rates to 80+% success for all 2016-17 
freshman/sophomore testing.  The focus daily will be with “Vocabulary Acquisition Skills/test verbs” through the use of district and building vocabulary 

acquisition given directive practices along with the use of the Science Departments Scientific Inquiry & Problem Solving Strategies through modeling and 

application(s) within all Health & Phys. Ed. courses at CHS with an always strong emphasis on proper writing techniques. The department will do this through the 
instruction of health matters & Fitness for Life. Unit 2 aligns with science skills.  All units are align able with English department especially with bell ringers and 

exit slips daily. 

How:  Through following the timeline set in place for departments @ CHS this year to develop, revise and analyze results to the test(s) in place this year in 
common TBT planning/meetings.  Also to follow O.D.E. guidelines for curriculum and assessing as we prep for end of course tests in the OTES process. All while 

implementing to “Best Teaching Practices Template” every DAY/daily. 

Daily Look:  Beyond some structural changes for the obvious kinesthetic(s) done for PE the classes will resemble a core academic class.  Each class will start with 
a bell ringer question.  Along with the bell ringer will be the topic concept focus of the day as a further road map clarity to start engaging learning with direct view 

of the Big Idea and Essential Questions.  This will be followed up with a specific teacher lead lesson/instruction.  The lesson will then shift to student opportunity 

(gradual release – I Do, We Do and You Do) in practice application (practice applications to be kept in google docs throughout semester course).  Class will end 
with a reminder of today’s concept and a time for student teacher discussion for clarity (assessing learning gaps as well as closure) before conclusion of class on the 

lesson concept as a culminating exit slip.   

     To support core curriculum as students develop technology notebooks through the course department can best help with use of quick writes daily using some 
common core test verb(s) and with bell ringers. 

         WHO: Ted Kobel & Eric Huffer Assessing and Monitoring Department Goal:   

Dept. Goal Assessing: 

1. Department meetings meetings weekly period 3 on Thursday & monthly coordinators meeting. 

2. Numerical Data from assessments this year and created chrome book Gmail class accounts for reinforcement/enrichment materials. 

3. Review comprehensive core academia test data for skills to use in conceptual class lessons to enhance and support core classes to improve test scores. 

(Vocabulary acquisition, test verbs & writing skills). 

4. Implementation of new O.D.E. – C.O.S. assessment criteria for Health/ P.E.  Courses (Bb & PBA). 

5. Baseline data gotten from all the various test options developed (study island, Pres. Fit test like program(s), pre/post test OTES model CHS) to accurately 

develop a growth model for department and support the other school departments through works and directives given via administration and O.D.E. 

6. We also want to build upon the Leadership program with what is called “Life Essentials”.  24 Habits of mind for improved citizenship. 

7. With common planning all year to make a positive difference in the lives of our students through proper planning to prevent poor teacher and student 

performance(s). 

Eric Huffer – Physical Education, Health Education & Personal Fitness  

Ted Kobel – Health Education, Physical education, Dept. Cr. Flex & Personal Fitness  

Department Course Goals for Teacher Teams: (16-17 Duel Course option) 

*Health:  The health course is aimed toward development of attitudes as well as knowledge and understanding of health matters. Our main objective 

is to assist the student in gaining an intelligent understanding of the three areas of health in order to maintain good life long wellness and to apply this 

knowledge now and throughout life with a desire to achieve the highest degree of physical, social and mental fitness to prevent and reduce the risks 

of lifestyle diseases. 
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                                        *Physical Education: Physical education is a laboratory of physical activity experience(s). Through this medium of physical experiences, we 
introduce students to new physical activities, develop life activity skills, acquire knowledge and understanding and to develop necessary social concepts. 
                                   *Personal Fitness: Emphasizes developing skills in weight training, aerobics, agility, plyometrics, and speed improvement. The activities will 
focus on Total Fitness, Fundamental Motor Skills, and Lifetime Sport and Leisure Skill Development within four distinct units: Biomechanical Principals of Exercise; 
Conceptual Basic’s of Resistance Training Techniques; Specialty Skill Training Techniques; Principles of Training Variation and Exercise Program Specific Nutrition 
Practices. Advanced weight training, aerobics, agility, plyometrics, and speed will be improved and workout programs designed and utilized for sport and fitness 
for life. 
Goals are same as per course. 

 Health Education Courses at CHS will see that 90% of our students make targeted growth per unit and that 90% of our students 

make targeted growth for the year. 

 Physical Education Courses at CHS will see that 90% of our students make targeted growth per unit and that 90% of our students 
make targeted growth for the year. 

  Personal Fitness - Physical Education Courses at CHS will see that 90% of our students make targeted growth per unit and that 90% of our students 
make targeted growth for the year. 

Course Weakness (s):  The weakness for the three courses and the two members of the department is in the area of data analysis to improve growth rate of 
students. Beginning new teaching method to implement with Marzanno Strategies as well as writing skills (Collins).  Linkage directly in lessons to core 
subjects in writing and science practices. Strong precise complete use of Bell Ringers.  

1. Better utilization of standardized assessment data to support or refute Health and P.E. courses as to student growth and to implement ODE report 
card data for core support. All for improved student performance. 

2. Still developing a more precise cross-curricular link utilizing district data to support core tests for graduation while developing assessments over the 

Big Ideas/Essential Questions within course. Marzanno Strategy(s) Vocabulary Acquisition & Writing Supports (Collins Quick Writes) 

3. Need to utilize more of our current technology to bring more growth and mastery of concepts in practice/application using chrome books.   

4. To learn and try various technologies to always provide best practices and develop 21st century skills on more regular bases departmental staff and 

student alike. 

5. *As indicated by Building principles individual as well as departmental weakness(s) to improve upon. Ongoing throughout the year. 

6. **Analyzing data and honest discussions as a PLC/TBT team to improve instructional delivery & retention. 

Course Strengths:  Developed syllabus and course assessments and able to grade and insert the data from tests. Starting second year with use of 

the OTES model and “The best Teaching Practice” method.  We will through frequent meetings with building administrator to discuss and generate 

ideas to foster a higher growth potential in all students. 

1. Utilization of “The Premier Academic Institution in Southeastern Ohio” facilities to develop Health and Fitness Skills for life while supporting common 

core along the way. 

2. Willingness to utilize and implement into lessons Marzanno High Yield Teaching practices. 

3. “Flipping the Classroom” - “Breaking the mold” as to provide the best life-long learning environment of subject matter in Health and Fitness. *Doing all 

to start class as would a core subject and then making all the necessary adjustments to lead into concepts of course to guide achievement for life of 

health/P.E. content taught.  Health and Fitness is not just Kinesthetic anymore.  

4. We are classroom centered as well using the “Best Practices OTES Teaching Model” instructional classroom to get to a gradual release format with 

students (I do, we do, you do). 

Data to Support Course Goals:  2013-16 jump drive of assessments and data on the SLO and excel file which lead to summer 2014 revisions/edits 

for 2014-16 syllabus and assessments.  The OGT and ACT data breakdowns will help us to develop ideas for implementation for both the Science 

department (inquiry skills) and the English department (writing practices).  Through direct discussion with other departments we will be able 

reinforce core learning and application to meet growth expectancy building goals. 

1. 2013-16 on course pre-assessments w/unit pre assessments 

2. 2013-16 on summative unit tests (3x per qtr). 

3. 2013-16 on study island custom material for courses and data from student works within. 

4. 2013-16 on daily use of a bell-ringer course specific or core data base use of. 

5. 2013-16 on a portfolio/notebook of life-skills applications to use for life. 

6. *Numerical testable data results 2013 through & to 2016-17 data as baseline to edit/enhance for future years course planning and conceptual best 

teaching teaching practices of concepts mastery over content mastery to drive instruction and thus student growth measures. 

7. Information as to Vocabulary Acquisition practices to support English department & Science Department per discussion(s) w/them. Science Contact: 

Jamie Metzger* - English Contact: Dustin Weaver/Jessica DeLong* 

8. Action Plan Steps to reach Course Goals:  

 How: 

 *Follow assessment timeline of syllabus. 

 *Use district provided instructional methods such as common core vocabulary acquisition skills through in-services 

 *ALL lessons done in “best teaching instructional practice model” daily. 

 *Use departmental data analysis to drive and improve instructional practices and student growth measures. Concept over content driven    

classroom in a road map fashion daily. 

Assessing and Monitoring Course Goals:   

     How: 

             Analyzing the data from the assessments weekly September through May 2016-17 

 

OGT CORE SUPPORT: 

                                          Science department – Problem Solving and Scientific Inquiry (part of our Unit 1 and 2 Duel HPE) 
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                                          English Department – Collins Quick Writes & Test Verbs (Bell ringers daily – all units of Duel HPE) 

 

How:   

1. Bell Ringers*  

2. Vocabulary Acquisition (Common core test verbs in bell ringers and edited formative/summative assessments) 

3. Using best teaching Practices Model 

A. Gradual Release Model W/Gradual Release emphasis 

B. Concept over Content Teaching Method (Big ideas/Essential Questions) 

C.  Data driving instruction: Start “every” class with a bell ringer, Address learning targets, Exit Slip formatives, Lesson Delivery vs. Focus for 

Learning & Assessment Data and Assessment (Formative/Summative) of Student Learning. 

 
HOW SPECIFICALLY: 

     *PE in Action for Dept/Course Goal(s): 1. writing for science reinforcement – Show 3-5 min video clip on unit related material.  At start show students our Big 
Idea and Essential question being learned and Have students make a prediction/hypothesis as to what the video will be about and then we will watch video.  
After video we will write a summary as to our prediction and what video was about.  Allow for writing practice using the six English supports (see below) as well 
as implement inquiry science skills of summarization based on predictions.  
     Science in fitness room facility when we use workouts and the equipment, we will address the design/engineering and intent of the equipment as to 
exercise(s). How is it made and how it is used and why (science ways of knowing and applications).  We then can execute workouts and utilize experimentation of 
exercise variation and even set predictions as to what we will accomplish (reps etc.). We can then analyze our prediction as to met, not met and or exceeded 
prediction (at times this data can be graphed).  Over a period of time especially in the PFP unit we can predict, record results over a period of time and then line 
graph our data. 
     **Other ideas and implemented practices will occur per weekly departmental discussion and analysis of data from unit formatives and summative along with 
ideas given via the Science and English departments as well as Dr. Fisher such as the use of AIR related questions for both science and writing once per week. 
 
     Health in Action for Dept/Course goal(s):  1. Daily bell ringer question that allows for brief 1-3 Collins writing sentence(s) every class day utilizing at least 1 test 
verb.  
     Weekly with a video clip and use of the writing reinforcement practice of making predictions pre video and summarizing post video (TBT Principal Fisher 
designed technique and English via Jessica Delong at 1st Tech Tuesdays).  
 

Unit 2 derived action planning, decision making & goal setting _ inquiry skills for science, health & “LIFE” will be implemented in each unit as to the big 
ideas/essential questions unit 2 on reinforced weekly as to bells/exits and or class gradual release works. This will be I do, we do, you do and will be an 
application process of analysis as well as synthesis within unit studies.  Units three and four by performance design will allow for gathering of data as 
developed and implemented in these performances based portfolio summative.  Unit 3 & 6 will allow for the use of the PE method: Science in weight 
room facility when we use workouts and the equipment, we will address the design/engineering and intent of the equipment as to exercise(s). How is 
it made and how it is used and why (science ways of knowing and applications).  We then can execute workouts and utilize experimentation of 
exercise variation and even set predictions as to what we will accomplish (reps etc.). We can then analyze our prediction as to meet expectation, not 
met and or exceeded prediction.  Over a period of time especially in the PFP unit we can predict, record results over a period of time and then line 
graph our data. * For some this will be new material (not had PE yet or waiver) and for others a review of learned material (if in PE or had recently 
getting Health credit now).  This experience is designed for peer collaboration for mastery with teacher supervision and insertion as needed (like 
upcoming department meetings & OTES observations w/Principal Fisher). 

 
**Other ideas and implemented practices will occur per weekly departmental TBT discussion and analysis of data from unit formatives and summative along with 
ideas given via the Science and English departments. 
E.G. Dr. Fisher Strategy - Today I learned; I did not understand; I still want to know exit slip. (It is an efficient exit slip/formative assessment and asks 3 

outstanding probing statements for students to complete based on the day's lesson) 

 
PE & Health:  Use of custom material in the text on line section as well as encouragement and reinforcement of use of core technology learning applications.  Bell 
questions can be inserted from select sections of common core AIR in the English writing section as well as the Science inquiry/ways of knowing section as well. 
 
PE & Health Other: As determined by the building Principal throughout the year. 
*Weekly discuss and create a bell ringer question that is science and or writing standardized in nature and do with classes utilizing test verbs.  Weekly discuss 
how the question and its process(s) went and discuss and plan a new bell question for next week.  
CORE SUPPORT BLUEPRINT: “Consistently In Intent” 
Key Action Verbs for science support to use: inquiry, observation, experiment, analyze, data, problem solve, hypothesis, prediction, theory, concluding, inter 
dependent. 
Key Action Verbs for writing support to use: write clearly, write clean, write short, prompting, stick to 3, topic specific – focus, message – point to be made. 
Common core test verbs*analyze, articulate, cite, compare, contrast, comprehend, demonstrate, describe, determine, develop, distinguish, draw, evaluate, 
explain, identify, infer, integrate, interpret, locate, organize, refer, retell, suggest, summarize, paraphrase, support, synthesize and trace. 
 
SCIENCE SUPPORT AREA SPECIFIC FOCUS: 

Unit I Scientific Inquiry & Application 

       Big Idea #1: Science is a process of inquiry, observation, experimentation, and analysis 
•       Essential Question #1: How do I use the scientific method to answer a question or solve a problem? *health skills life application releated 
•       Essential Question #2: How do I design a controlled experiment to appropriately test a hypothesis? *variables – decision making/action planning 
•       Essential Question #3: How do I recognize patterns and trends to draw conclusions given a set of data and experimental conditions? *class essentials 

       Big Idea #2: Many concepts in science are based on theories. 
•       Essential Question #1:  How do I explain the difference between a hypothesis and a theory? *Unit 2 
•       Essential Question #2:  How can I explain how a hypothesis becomes a theory?  *Unit 2 
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       Big Idea #3: Science and technology are interdependent. 
•       Essential Question #1:  How do I explain why science and technology depend upon one another? *use of technology in a medium daily  
•       Essential Question #2:  How do I apply the interdependence of science and technology to modern culture? *life skills/health skills 

ENGLISH SUPPORT: Writing Applications (Bell ringers daily) 

1. Be concise and be clear - Write short, write lean, and write clearly, so you don’t have to waste words explaining what you’ve just written. 

2. Keep it short - You want readers to be absorbing what you wrote, understanding your message, and reading comfortably as well. 

3. Stick to three - So have 3 bullet points. 3 steps, 3 strategies. Use the number 3 as often as you can. 

4. Watch your tone - It’s easy for writers to assume readers can pick up on our mood and tone from our writing. 

5. Break it up - Make it easy for people to read your work. The easier it is, the more they’ll get your point and enjoy reading — and that’s 

what you want. 

Stay on topic - Decide on the main point of your piece and create three (!) sub-points that support it. Make sure each one ties back to the message 
you want to get across to readers, and make sure each sub-point is supportive and relevant. 

ALL CORE AREA SUPPORT SPECIFICS: 
 Marzano’s Six Step Process  
Teaching Academic Vocabulary  
1. Provide a description, explanation, or example of the new term. (Include a non-linguistic representation 
of the term for ESL kids.)  
2. Ask students to restate the description, explanation, or example in their own words. (Allow students 
whose primary existing knowledge base is still in their native language to write in it.)  
3. Ask students to construct a picture, symbol, or graphic representing the word.  
4. Engage students periodically in activities that help them add to their knowledge of the terms in their 
notebooks.  
5. Periodically ask students to discuss the terms with one another. (Allow in native language when 
appropriate)  
Involve students periodically in gradual release that allow them to grasp terms.  

INQUIRY/THINKING SKILLS: 
                                                         Steps of Decision Making Process: 
Step 1: Identification of the purpose of the decision: 

 What exactly is the problem? 

 Why the problem should be solved? 

 Who are the affected parties of the problem? 

 Does the problem have a deadline or a specific time-line? 

Step 2: Information gathering: 

For the process of information gathering, tools such as 'Check Sheets' can be effectively used. 

Step 3: Principles for judging the alternatives: 

Likewise, baseline principles should be identified related to the problem in hand. 

http://www.copyblogger.com/shorter-is-better/
http://www.copyblogger.com/lean-copy/
http://www.copyblogger.com/clarity/
http://www.copyblogger.com/hedgehog-concept/
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Step 4: Brainstorm and analyze the different choices: 

For this, you can make use of Cause-and-Effect diagrams and Chart tool. Cause-and-Effect diagram helps 
you to identify all possible causes of the problem and Pareto chart helps you to prioritize and identify the 
causes with highest effect. 

Step 5: Evaluation of alternatives: 

Use your judgment principles and decision-making criteria to evaluate each alternative. In this step, 
experience and effectiveness of the judgment principles come into play. You need to compare each 
alternative for their positives and negatives. 

Step 6: Select the best alternative: 

Once you go through from Step 1 to Step 5, this step is easy. In addition, the selection of the best 
alternative is an informed decision since you have already followed a methodology to derive and select the 
best alternative. 

Step 7: Execute the decision: 

Convert your decision into a action plan or a sequence of activities. Execute your plan by yourself or with 
the help of subordinates. 

Step 8: Evaluate the results: 

Evaluate the outcome of your decision. See whether there is anything you should learn and then correct in 
future decision making. This is one of the best practices that will improve your decision-making skills. 

                                                       Action Planning Steps: 

1 Express your solution as a series of goals 

 
having agreed on a solution to a particular problem within your department, you first need to define that 
solution in terms of number of goals and objectives. For example, each goal could be expressed as follows: 
"For us to ....., we would need to ....." Record each goal at the top of a whiteboard or sheet of paper 

 
2 Generate a list of Actions for each goal 
 
Use brainstorming to compile a list of actions to achieve a particular goal and record these below the goal. 
Arrange this list of suggested actions in sequential order. 
 
3 Prepare a timeline 
 
beginning with a time point labeled "now" and ending with a point labeled "goal achieved", build a timeline 
on which you allocate dates by which you intend to complete each of the sequential actions listed under a 

particular goal. It is important that you get both sequence and timing right if you are to reach "goal 
achieved" effectively. 
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4 Allocate resources 

 
Financial, physical and human resources must be allocated to each action step. If resources are limited, or 
fall short of requirements at any stage, it may be necessary to return to an earlier step and revise the action 
plan. 
 
5 Identify possible problems 
 
consider all of the things that could go wrong in the process of achieving a particular goal. List these 
problems and identify causes and suitable actions to resolve them. If necessary, these actions might need 
to be added to appropriate slots in the timeline 

 
6 Develop strategies for monitoring progress 
 

List ways in which progress of the action plan can be monitored. These monitoring stages should also be 
included on the timeline. 
 
7 Assign tasks 
 
Take each point on the timeline in turn and ask: "Who will do what, by the date set, to bring about the 
specified action? Allocate these tasks to appropriate individuals or teams. 

 
8 Estimate costs 
 
Give consideration to any expenditure required to complete the task. All costs will have to be taken into 
account when preparing a budget. If funds are not available, tasks will have to be reviewed and, where 
necessary, revised or eliminated. 
 
9 Implement the plan of Action 
 
Translate all your information to a clean copy, listing the actions required, the person responsible for a 
particular task, and when that task is to be completed. Having now finalized the plan for action in specific 
terms, this information can now be made available to all involved. 

 

 


