

RightsNow! Action Plan Worksheet


Country:

Team Name:

Team Members:

Date:

Problem/Issue:

Solution:

Action Plan Step #1:	Identifying the Issue

1.	Name an issue (problem) that you know is a barrier for people with disabilities
2.	Identify the theme (Physical Access, Transportation, Employment, Education, Health, Delivery of Services/Programmatic Access)
3.	Why is it a problem for people with disabilities? What are the barriers?
4.	 What impact will solving the problem have for people with disabilities?



  

Action Plan Step #2:	Setting the Goal (Solution) and Objectives

A Goal is a long-term vision for change. The long-term goal states what you want to achieve by the end of the action plan campaign.

An Objective is short-term and SMART (See page 4 of the RightsNow! Action Plan Handbook) 

Goal:




SMART Objectives:

1.




2.




3.




4.




5.


Action Plan Step #3:	Identifying Target Audiences

The target audiences are the people and institutions who have the authority to make decisions that are necessary for your goal to be achieved.

Primary Audience #1:										

Secondary Audiences (Influencers for Primary Audience #1)

									

									

									


Primary Audience #2: 										

Secondary Audiences (Influencers for Primary Audience #2)

									

									

									


Primary Audience #3: 										

Secondary Audiences (Influencers for Primary Audience #3)

									

									

									


Action Plan Step #4:	Developing Messages

An advocacy message translates your advocacy goal into a concise and compelling case for action to a decision-maker. It should be no more than five to eight sentences and take less than three minutes to deliver and should answer these four questions:

1.	What is the issue?



2.	Why should the decision-maker care about the issue?




3.	What is the proposed solution and how will it impact the problem?




4.	What do you want the decision-maker to do?



Combine the four parts to create your message:


Action Plan Step #5:	Channels of Communication / Delivering Your Messages
Identify Communications Channels. Consider the different communications channels available for you to use. Select the potential channels you may want to use based on whether (1) you have had previous success with it, or you have the resources available to try it for the first time; (2) your staff has the skills and time to use it; and (3) funds and other resources are available to support its use.  
[image: ]
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In-Person Channels: 
☐ Face-to-face meetings
☐ Conferences or seminars 
☐ Presentations or speeches 
☐ Special events 
☐ Town meetings 
☐ Other: 

Media Channels: 
☐ Letters to the Editor 
☐ Paid advertising 
☐ Press releases 
☐ Radio
☐ Television 




Print Channels: 
☐ Letters
☐ Briefing Packets
☐ Newsletters 
☐ Posters
☐ Other: 
	
Digital Channels: 
☐ Blogs
☐ SMS
☐ E-mail
☐ E-newsletters
☐ Website
☐ Social Media (Facebook, YouTube, etc.)
☐ Video
☐ Other: 
On the next page, using your message (from Step #4), develop at least one of these methods for delivery.  

For example, if you’ve decided to write a letter to a decision-maker, write a draft of your letter. If you plan to meet with a decision-maker, write down who will ask and how they will ask for the meeting, write down the names of the people who will attend the meeting, what you hope to accomplish in the meeting, and who, when and how you will thank the individuals you meet with.


Channels of Communication / Delivering Your Messages 

Action Plan Step #6:	Building a Coalition and Identifying Allies

Who are the stakeholders in your issue:





List the organizations and the people at the organization that support your cause:





List Opinion Leaders who will join your coalition:





List Decision-Makers who will join your coalition:





Who will reach out to individuals and organizations to join the coalition?










Action Plan Step #7:	Identifying Resources

Do you have adequate resources – financial, time, skills, knowledge? List the resources you have and what you will need to support your activities to reach your goal: 


 

Action Plan Step #8:	Activities and Implementation

List the actions that you will take to reach your objectives and your goal.  Each action should be connected to one of your objectives, and there can be more than one action per objective. You can use this format or the table on the next page

Objective 1:


Activity #1:


Resources Required:



Person Responsible:

Time Frame:


Activity #2:


Resources Required:


Person Responsible:

Time Frame:

Action Plan Step #8:	Activities and Implementation

	Objective:


	Activity
	Resources Required
	Person(s) Responsible
	Time Frame

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	



Action Plan Step #9:	Collecting Data

What do you already know?






What do you need to know?






What resources can you use to find what you need?









Who will do the research and by when?


Action Plan Step #10:  Monitoring and Evaluation
Incorporate ongoing evaluation into planning and implementation. Regularly review progress and be prepared to adjust your activities as you move forward based on effectiveness. Your evaluation should review each activity for effectiveness and follow-up. Use the tools on the next pages to help evaluate your activities.


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)




Action Plan Step #10:  Monitoring and Evaluation Tool

	Monitoring and Evaluation Tool


	Activity
	People Involved
	Effective? If not, what can be done differently
	Follow -up

	
	
	
	






	





	
	
	

	





	
	
	

	

	





	
	






Action Plan Step #11:  Celebrating Along the Way
Monitoring and evaluation will help you recognize successes on the way to achieving your goal. Celebrating successes will keep you and members of the coalition motivated to keep moving forward. Publicizing your victories will build support for your efforts as people begin to recognize you and your campaign as a positive and effective way to make change. Recognizing individual contributions and thanking people for their support are easy but extremely important and effective steps in advocacy.
[bookmark: _GoBack]List some of the ways you will celebrate your successes, thank and recognize individuals:
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