Sample Timetable for Developing a Plan

	Stages and Activities
	Who is involved
	Possible Date

	Session 1

	Presentations

· Introduction to Planning Process

· Outline of Tasks involved
Activities
· Document history of centre

· Review Centre Mission Statement, Aims & Objectives
	Planning Team
	September 20th

	Session 2

	· SCOT Analysis

· Main Centre Review
	Planning Team
	October 16th

	· Management Review
	Co-ordinator/Director and member /s of management.  Separate review may be held with the Board of Management or representatives
	October 24th

	· Administration Review
	Co-Ordinator/Director, Centre Administration staff, VEC Administration representative
	November 2nd

	· Learner Review
	Staff member/s facilitate learners
	November 9th

	· Community Review (optional)
	Staff member/s and community representatives
	November 22nd

	· Parents review (optional)
	Staff member and Parents Group or representatives
	November 29th

	Session 3

	· Feedback from all Reviews

· Prioritise actions

· Start to Document Specific Actions

· Check Progress on Various Tasks
	Planning Team
	January 22nd

	Session 4

	· Continue to Document Actions

· Agree Annual actions

· Set Actions Within a Timeframe

· Check Progress on various Tasks
	Planning Team
	February 7th

	· Complete First Draft of Plan

· Send Copy to Facilitator for Review
	Planning Team
	February

8th – 25th

	Session 5

	· Review 1st Draft of Plan

· Finalise Implementation, Monitoring and Evaluation arrangements
	Planning team
	March 10th

	· Finalise Plan

· Distribute Plan
	Planning Team and other key stakeholders
	March 21st


