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Developing an Action Plan

Purpose
· To give you an initial overview of what your portfolio must contain.
· To make you aware of the tasks you need to do in order to complete your portfolio.
· To help you to plan your time.

























Most learners who enrol on this module have to juggle a number of competing responsibilities both at work and in the home, in addition to managing their studies. The aim of this exercise is to help you get a clear understanding of what is required of you in this module.  With this information at the outset, you are likely to be able to plan your time as efficiently as possible. This exercise is not an assessed part of your work, simply an aid to using your time effectively. We strongly advise you to make use of the exercise in the way that will be most helpful to you, and to update your plan as circumstances change.
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An action plan is a document produced by you and designed to identify a route to a chosen goal.  An action plan should be SMART:
Specific
Measurable
Achievable
Realistic
Time bound
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Read the summary of each stage in the handbook. These give you an overview of what the handbook contains, stage by stage. Each of these summarises the content and tasks associated with a particular stage of compiling your portfolio.
Think about the following information:
The deadline for handing in your RAL portfolio.  If you do not know when this is refer to your Tutor.
Your work and home commitments.
The approximate percentages of your time required for the tasks involved in producing your claim, which are as follows.
Using all the information above, write an action plan or timetable for you. Note that you will need to spend the largest proportion of your time on the tasks related to your areas of learning. As you write your action plan, you may want to ask yourself the following questions:
Shall I set aside time each day or periodically (say, once a week) for this activity?
Do I need to build in worry time or time for possible commitments I do not yet know about?
Do I have a contingency plan?
Is my plan SMART?
Remember that you can revise your action plan as you progress through the module.
      You may find the following template a useful document to use.
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	Activity
	By
	Comments

	CV - Annotation
	
	

	Job Description - Annotation
	
	

	Identify Learning Areas –
Learing Area 1
· Set Objectives
· Evidence
· Reflective piece
Learning Area 2
· Set Objectives
· Evidence
· Reflective piece
	
	

	Essay draft
	
	

	Submission of Portfolio
	
	

	Submission of Essay
	
	

	FINAL DEADLINE
	
	





1





Reminder - Remember that you need to allocate sufficient time to write a reflective essay. The reflective essay is equivalent to 150 hours of study and is the assessed element of this module.
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