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Introduction
This Action Plan Handbook is a guide for RightsNow! participants who want to advocate for access and opportunity for people with disabilities in their countries. This Handbook and the related Action Plan Template are for you to use to start and guide advocacy efforts aimed at creating access and opportunity for people with disabilities.

Throughout the world people with disabilities, their family members and friends, elected officials, and others are aware of the barriers that marginalize people with disabilities. But, awareness alone does not create change. Making change happen takes action and advocacy. 
[bookmark: h.30j0zll]Advocacy and Action Planning
Advocacy is putting a problem on the agenda, providing a solution to that problem and building support for acting on the problem and the solution. Advocacy is speaking up to draw attention to an important issue, and moving decision makers toward a solution. Advocacy is the process of participating in decision-making processes that affect our lives. Advocacy is more than awareness of an issue.

An Action Plan is a document that that includes a statement of what you want to achieve (what you want to advocate for) over a given period of time and provides details on how you are going to arrive at that goal. Action planning will help you to focus your ideas and to decide what steps you need to take to achieve a particular goal. 

This Action Plan Handbook introduces the basic elements of an effective Action Plan:

1. Issue Identification
2. Setting the Goal and Objectives 
3. Identifying Target Audiences 
4. Developing Messages
5. Selecting Channels of Communication / Delivering Your Messages 
6. Building a Coalition and Identifying Allies 
7. Identifying Resources 
8. Developing Activities and Assigning Responsibility for Implementation 
9. Collecting Data
10. Monitoring and Evaluation

· [bookmark: h.1fob9te]Issue Identification
The issue is the problem that you identify that requires an action. The issue you select for your Action Plan should be specific and concrete and it must be a problem that can be addressed by the actions of individuals representing institutions (such as Local Councils, Ministries, National Assemblies, or Parliaments).

In order to select an issue for your Action Plan, think about the problems that people with disabilities face on a day-to-day basis.

Example: People with disabilities who use wheelchairs and other mobility devices do not have access to public transportation.

Once you have selected an Issue, you need to develop a good understanding about the problem. Some of the questions to ask include:

· Why is this a problem for people with disabilities? What are the barriers?

Examples: Buses do not have lifts or ramps that people with disabilities who use wheelchairs can use to board. Wheelchair users cannot access sidewalks or platforms where buses stop.
· Is there a greater impact if the issue is solved? Is it a ‘root’ issue that blocks progress on other problems if it is not addressed?  Will a solution unlock possibilities for other changes?
Example: Accessible buses will lead to greater independence and opportunities for people with disabilities because they will be able to go to work and school and participate more fully in their communities. 

· [bookmark: h.3znysh7]Setting the Goal and Objectives
A goal is a statement of the result that you want to achieve to solve the identified issue.

An objective is a measurable outcome that you set that will be achieved in a specific timeframe to help you realize your goal. Objectives should be SMART: Specific, Measurable, Achievable, Relevant and Timed.

[bookmark: h.2et92p0]Setting the Goal
Your Goal should be ambitious but realistic. 

Example:  In two years all buses purchased with City funds will be accessible to persons with disabilities who use wheelchairs, scooters and other mobility devices.

Things to consider when setting your Action Plan Goal:

· Is the goal achievable within the existing policy making structure?
· Is the goal realistic given your existing resources and capacity? 

Criteria for selecting an achievable Action Plan Goal

· Is there qualitative or quantitative data to show that the Goal will improve the problem?
· Is the Goal achievable even with opposition?
· Will the Goal have support of many people and do they care enough to take action?
· Will you have the resources to support your work on the Action Plan Goal?

[bookmark: h.tyjcwt]Setting Objectives
Think of the Action Plan Objectives as benchmarks or short-term goals that will help you advance toward your Goal and measure your progress. Using SMART objectives will help ensure that you implement your Action Plan.

SMART Objectives
· Specific. The more specific you can be about what it is you want your group to achieve and by when, the better.

Instead of, "City Council Members will know the importance of accessible transportation for people with disabilities," the objective might be: In two months, the RightsNow! Team will have met with all City Council Members to ensure that they have an understanding of the importance and need for buses that are accessible to people with mobility impairments.

· Measurable. Put your objectives in measurable terms. The more precise you are about what you want to get done, the easier it will be to see what and how much your group has accomplished. This will prove helpful in the monitoring and evaluation of your Action Plan. 

Not Measurable: "The City Council will know where to buy accessible buses." Measurable: In four months the City Department of Transportation will submit to the City Council a list of six potential contractors that can provide accessible buses to the City.

· Achievable. It is great for you to be ambitious, but you should also remember to set realistic objectives that you actually achieve. Real change takes time and resources. If you take on more than you can do given time and resources, you may become disappointed or discouraged.

Too ambitious: In three months the City Council will pass legislation requiring that all new buses be accessible. Achievable: In eight months, the City Council will consider legislation requiring that all buses purchased after 2017 with public funds will be accessible to people who use wheelchairs and other mobility aides.

· Relevant (to your Goal). You should set objectives that will start and keep you on the path to successfully accomplishing the Goal. If you stray too much from that path, you may lose sight of what it is you are working to accomplish.

Not Relevant: 100 percent of City employees will undergo disability awareness training. Relevant: Within one year, 100% of the City Department of Transportation employees responsible for planning and purchasing new buses will be trained in transit accessibility.

· Timed. A date for completion should be set for each objective. Even if circumstances change and your date must be altered later, it is better to start off knowing when you can expect to meet your objectives, so you will know when it may become necessary to make adjustments.

No timing: “The City Council will identify sources of funding.” Timed: “In one year, the City Council will identify sources of funding and include funding in its next budget to purchase buses with ramps or lifts.”

· [bookmark: h.3dy6vkm]Identifying Target Audiences
People make policy, not institutions. Advocacy efforts need to target individuals within institutions who have the power to make decisions and implement those decisions. There are two target audiences you need to consider for you Action Plan. The Primary Target Audience includes decision makers who have the authority to make change, and the Secondary Target Audience influences the decision makers. 

[bookmark: h.1t3h5sf]Primary Target Audience: The policy makers you are trying to influence who have the authority to address your issue. Examples include, politicians, local officials, Ministry officials, Members of Parliament, General Assembly Members.

[bookmark: h.4d34og8]Secondary Target Audience: These secondary audiences have access to and can influence policy makers who have the power to affect change. 

[bookmark: h.2s8eyo1]Example:

	Goal:  In two years, all new buses purchased by the City will be accessible to persons with disabilities who use wheelchairs, scooters and other mobility devices.

	Primary Audience
	Decision-making Role

	1.  City Council Members
	Passes legislation and allocates funding

	2.  Department of Transportation Staff
	Drafts proposed legislation for consideration by the City Council

	Secondary Audience
	Area of Influence

	1.  Council Member Aides
	Direct advisors to members of the City Council

	2.  University Professor
	Conducts research on accessible public transportation and has advised the City and other public agencies on transportation



Once the target audiences are identified you need to determine the level of support or opposition to be expected from them.

· [bookmark: h.17dp8vu]Developing Messages
(Message Development Worksheet)
A message is a concise statement about your goal that says what you want to achieve, why, and how. The underlying purpose of a message is to create action, so your message should include the specific action you would like the audience to take. 
Your key message should be used consistently in all of your communications. 
Example: There are no buses that are accessible to people with disabilities who use wheelchairs and other mobility devices in our City. This lack of transportation severely limits opportunities for people with disabilities to education, employment, health care and participation in their community. The key to increasing inclusion and opportunity for people with disabilities in our City is to increase the number of buses that have lifts and ramps. Legislation requiring that all buses purchased with public funds be accessible will have a profound impact on the future of our community by ensuring that people with disabilities can contribute to our society as individuals, workers and consumers. 
· [bookmark: h.3rdcrjn]Selecting Channels of Communication / Delivering Your Messages 
(Message Development Worksheet)

A Communication Channel is the way that messages will be delivered to the target audiences. Some examples of channels of communication are letter writing, meetings, radio, newspapers, social media, press conferences, and public rallies.

Example:  Letter to a decision-maker

Ms. City Council Member
City Hall, Room 100
North City

Dear Ms. City Council Member,

We are writing to you today to bring your attention to the lack of transportation for individuals with disabilities in our City. There are no buses that are accessible to people with disabilities who use wheelchairs and other mobility devices in our City. This lack of transportation severely limits opportunities for people with disabilities to education, employment, health care and participation in their community. The key to increasing inclusion and opportunity for people with disabilities is to increase the number of buses that have lifts and ramps. Legislation requiring that all buses purchased with public funds be accessible will have a profound impact on the future of our community by ensuring that people with disabilities can contribute to our society as individuals, workers and consumers.

We would like to meet with you or your representative as soon as possible to discuss this issue. We very much appreciate your consideration and leadership.

Sincerely yours,

Disability Advocate

· [bookmark: h.26in1rg]Building Coalitions and Identifying Allies
(Coalition Worksheet)

A coalition (also referred to as a network) is a group of individuals and/or organizations working together toward a common goal. A coalition can achieve results that would be difficult for any single member to accomplish alone. Coalitions that include a range of organizations, groups, and individuals demonstrate to policy makers that there is wide acknowledgment of your issue and support for your goal.

Practically, working together in a coalition can improve the quality and the quantity of the work and spread responsibilities by allowing individuals and groups to contribute ideas, expertise, and resources. 

Despite the benefits of coalitions, building and maintaining coalitions takes work. Some of the challenges to keep in mind and be prepared to address are:

· Building consensus can be a time-consuming process.
· The coalition must build trust among its members. For example, member organizations may compete for funding from the same donors making it a challenge to collaborate. 
· The larger a coalition grows, the more complex it is to manage its logistics. Keeping all members aware of meetings, actions taken, results, and upcoming activities is important.
· The coalition must find a means of dividing up work equitably among members.
· The coalition must remain a collaborative effort among all members, rather than the possession of one or a few of the more powerful members.
· Members must agree on rules necessary for the coalition to operate smoothly and effectively.

[bookmark: h.lnxbz9]Creating a Coalition

1.	Identify the organizations, groups, and individuals who share your goals or who are supportive of your work in disability rights. 

· Why do they support you? 
· Why are your issues important to them? 
· How can you support them in return?

2.	Communicate your goal and your vision of the coalition.

3.	Obtain a commitment to participation and collaboration.

[bookmark: h.35nkun2]Maintaining the Coalition

1.	Define the roles needed 
2.	Establish a loose working structure
3.	Conduct a skills inventory
4.	Define how you will communicate (by email, phone, SMS, in-person meetings)
5.	Develop a contact list of member organizations and individuals
6.	Share leadership
7.	Share responsibilities
8.	Create sub-groups or task forces to take on specific activities
9.	Acknowledge contributions!

· [bookmark: h.1ksv4uv]Identifying Resources
Identify the resources that you need to complete your Action Plan and accomplish your goal.

Resources include volunteers, equipment, office supplies, office space, and money

· [bookmark: h.44sinio]Developing Activities and Assigning Responsibility for Implementation
An activity is a specific action or set of tasks undertaken by the team to reach one or more objectives. A good activity: 

· Is linked to one of the Action Plan objectives
· Describes specific tasks that need to be carried out 
· Can be accomplished with the available resources
· Indicates the person responsible for making it happen
· Has a start date and a completion date

· [bookmark: h.2jxsxqh]Collecting Data 
Data and research can be useful in all areas of your Action Plan. Data can help you decide which issue to select, provide critical information about the issue to the target audiences, support your proposed solution, and help with evaluating the outcome of the Action Plan.

Example:  Before River City’s buses were accessible, only 10 percent of adults with disabilities were employed. Five years after fifty percent of their fleet was accessible, 40 percent of adults with disabilities reported that they were employed outside of their home.
· [bookmark: h.z337ya]Monitoring and Evaluation
Like data collection and research, monitoring and evaluation take place throughout the advocacy process. Your Action Plan should include how you will monitor activities, and how you will measure results. SMART objectives as well as Activities that assign responsibility are part of your monitoring and evaluation process. 
Be sure to take time after each activity to document and evaluate the outcome.  
Example:  Meeting Report Form
Met with: 		 				
Affiliation: 	
Date of the Meeting:
Meeting Place:  
1.  Meeting participants and contact information:
2.  What happened in the meeting? (Attach notes)
3. Were any commitments made and what were they: 
 4. On a scale of 1 to 5, with 1 being poor and 5 meaning excellent how would you rate the meeting? 
1		2		3		4		5
5. What follow up needs to be done? By who? By when? (Please be specific)

· [bookmark: h.3j2qqm3]Conclusion
Change can take time so it is important to celebrate the small victories as well as the big victories. Publicizing advances that you’ve made while implementing your Action Plan will help keep you energized and possibly increase support in the community for your efforts. 

Celebrate along the way and recognize everyone’s efforts!
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