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Tool Overview: Use this fillable template during team action-planning sessions to break CCoT priorities down into manageable, accountable steps using the Plan-Do-Study-Act framework.
Activity & Goal Overview
	Selected Activity / Goal
	Outside Agency Roadshow for Educators

	Target Completion Date
	[bookmark: Text2]     



Action Planning & Implementation Matrix (PLAN / DO)
Identify the specific actionable items needed for the team to complete the selected activity and assign responsible team members.
	Action Steps (Activity Planning — PLAN / DO)
	Person(s) Responsible (Which team member(s) lead this item?)
	Target Date
	Status

	Step 1: 

Make a list of key local agencies that support transition.
	CCoT Core Team during September meeting
	[bookmark: Text5]     
	[bookmark: Check2]|_| Pending 

[bookmark: Check1]|_|Complete

	Step 2:

Reach out to agency reps to invite them to present or contribute materials, providing them with goals and audience needs.
	Each subcommittee member assigned 2–3 agencies based on October finalized list
	[bookmark: Text8]     
	|_| Pending 

|_|Complete

	Step 3:

Outline educator learning goals (who agencies are, when to involve them, referral info) and build slide/handout template.
	CCoT Workgroup
	[bookmark: Text9]     
	|_| Pending 

|_|Complete

	Step 4:

Set date, time, and format with each county school (reserve space, set up Zoom, etc.), confirm participants, and promote within schools.
	CCoT Workgroup leader, school district reps
	[bookmark: Text16]     
	|_| Pending 

|_|Complete

	Step 5:

Facilitate session, provide educator-friendly materials, and encourage future connections/questions.
	Assigned facilitators
	[bookmark: Text17]     
	|_| Pending 

|_|Complete

	Step 6:

Send thank you notes, share follow-up materials, and review feedback data to improve future sessions
	CCoT Facilitator leads discussion
	     
	|_| Pending 

|_|Complete



Progress Monitoring & Continuous Improvement (STUDY / ACT)
Evaluate how the activity went using data metrics, summarize accomplishments, and determine your next steps.
	Phase
	Evaluation & Reflection Questions
	Team Notes & Summary

	Progress Monitoring

(STUDY)
	How will the action steps be evaluated?

What data metrics, survey feedback, attendance numbers, or outcome benchmarks will you review?
	· Agency List: Final list reviewed and approved at October CCoT meeting.
· Participation Tracking: Track confirmed agency reps via shared spreadsheet.
· Content Review: Review slide/handout template during December CCoT meeting and shared documents.
· Logistics Schedule: Schedule with 80% of schools by February; confirm all logistics 2 weeks prior.
· Attendance & Feedback: Collect attendance numbers and short feedback survey.
· Review: Review and discuss feedback data at next CCoT meeting after each event.

	Progress & Accomplishments Summary

(ACT)
	Summarize findings and identify next steps:

What worked well? What do findings show? What changes or next steps will the team take moving forward?
	[bookmark: Text19]     
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