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1. Executive Summary

These guidelines outline the policy and process for
annual implementation planning.

An Annual Implementation Plan describes how the
key improvement strategies in the School Strategic
Plan and other significant projects will be put into
operation during the year, and how they will be
monitored.

The Annual Implementation Plan outlines:

- the actions that will be undertaken in order to
implement the key improvement strategies and
significant projects

- how the actions are to be resourced, who is to be
involved and the associated timelines

- the achievement milestones that will be used to
assess the desired changes in practice or
behaviour that should occur through the
implementation of strategies

- the one-year targets to identify progress towards
the targets for improved student outcomes
identified in the School Strategic Plan.

Annual implementation planning assists schools to:

- plan and communicate their work for the coming
year and how this will lead to achieving goals and
targets in the School Strategic Plan

- ensure efficient and effective allocation of
resources to complete the work

- monitor progress and success.

All schools are required to submit an
Annual Implementation Plan to their

Regional Network Leader every year,
including those developing a School
Strategic Plan.

The final Annual Implementation Plan
must be endorsed by the school
Principal, the School Council and the
Regional Network Leader

2. Introduction

The School Accountability and Improvement
Framework is constructed around four main
elements:

- evaluation of progress via an internal School Self-
Evaluation and an external school review

- planning for improvement via a School Strategic
Plan and Annual Implementation Plans

- reporting on progress via an Annual Report to the
School Community

- managing risk and compliance with legislation,
regulation and policy via the School Compliance
Checklist.

These elements are not discrete and independent
tasks but rather, in keeping with the intent and
principles of good governance, are part of a
coherent planning and reporting process for
organising school improvement efforts.

3. Levels of school planning

Planning occurs at two levels; the school level and
at the level of individual Principals and staff (see
Figure 1).

Figure 1. Relationship between planning
levels

Planning at the school level comprises the School
Strategic Plan and the Annual Implementation Plan.
Schools may choose to develop school policies and
detailed project plans, only for the use of the school,
to underpin the Annual Implementation Plan.

This school level planning informs the development
of the Principal’'s Performance and Development
Plan. The Principal Class Performance and
Development Plan focuses on the role the individual
will play in contributing to achieving the school’s
goals, targets and key improvement strategies and
the targeted professional learning required to
achieve this. Staff performance plans will also be
informed by school level planning. Refer to the
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‘Further Support and Information’ section for
information regarding Principal Class Performance

and Development.

4. Developing the Annual
Implementation Plan

Effective Annual Implementation Plans comprise

two parts:

1. Strategic Intent, including the goals, targets and
key improvement strategies from the School
Strategic Plan, as well as one-year targets.

2.Implementation details, including a breakdown of
the key improvement strategies and significant

projects.

The Annual Implementation Plan takes the following
format (Figure 2). The shaded areas indicate those
sections of the Annual Implementation Plan that a
school completes each year; the non-shaded
sections can be drawn from the School Strategic

Plan.

Each of these parts is discussed in further detail in
the sections that follow.

Figure 2. Sections of the Annual Implementation Plan

Strategic Intent

Goals

Targets

One-Year Targets

Student Learning

Student
Engagement and
Wellbeing

Student Pathways
and Transitions

Implementation

Key Improvement
Strategies &
Significant Projects

What
(Actions)

How
(Resources)

Who

When

Achievement
Milestones (Changes
in practice &
behaviours)

#1

#2

#3

Includes Departmental programs and local initiatives
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5. Strategic intent

The school’s strategic intent is drawn directly from the
School Strategic Plan, which includes the goals, targets,
key improvement strategies as well as the one-year
targets.

Goals

Goals will have been identified in the School Strategic
Plan. Goals are aspirational statements that define what
student outcomes the school is striving to achieve in the
areas of student learning, student engagement and
wellbeing, and student pathways and transitions.

Some examples include:

- To improve student achievement in mathematics,
especially for those students in Years 4-6.

- To improve student safety and wellbeing, especially
for students in Years 5 and 6.

- To improve student transition and learning
opportunities from home/kindergarten to school and
from primary to secondary school.

Targets

Targets are the indicators of success in achievement of
the school’s goals. Targets reflect the actual
improvements in student outcomes, whether these
outcomes are related to student learning, student
engagement and wellbeing, or student pathways and
transitions. Targets allow the school to be clear and
remain focused on what it is trying to achieve.

Some examples include:

By 2014, the proportion of students assessed as
being at or above the expected levels (VELS A, B, C)
to increase across all English and Mathematics
domains with 40% of students assessed at A or B.

- To increase the student safety measure in the
Student Attitudes to School Survey to at least 4.55 by
2014.

- To improve the score for the Transitions variable in
the Parent Opinion Survey in 2014 to no less than
5.75.

One-year targets

One-year targets represent small steps or increments
towards achievement of the target. The setting of one-
year targets ensures that the school community
understands what improvements will be seen in student
outcomes in that year, and ensures the school stays on
track to reach its target within four years. One-year
targets should not exist in isolation. They should only be
set for the targets that are included in the School
Strategic Plan.

In setting one-year targets, it is important to
acknowledge that student outcomes are unlikely to
improve at a linear rate. Moreover, it is possible that in
the initial years, there may be no improvement in some
outcomes, as the school is only just introducing
improvement strategies that may take some time to filter
through to improved outcomes. It is likely that, by their
nature, some student outcomes (for example,
attendance and connectedness to school) will change
faster than others.

Figure 3 illustrates the unlikely and likely paths in
moving towards improvement.

Figure 3. Unlikely and likely improvement paths
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Key improvement strategies

Key improvement strategies are broad themes or high
level actions that the school will use to achieve its goals
and targets.

Key improvement strategies are identified in the School
Strategic Plan. Schools are encouraged to have only 3
to 5 of these broad strategies, as the strategies
themselves are likely to take several years to have an
impact.

The key improvement strategies represent the school’s
‘theory of action’; that is, the school’s understanding of
the logically connected steps or high-level actions that
need to be put into place to achieve improvement
(Elmore 2004, City et al 2009). For example, a school's
theory of action could include the notion that if teachers
undertake targeted professional learning that is aligned
with the school’s teaching and learning priorities, then
this will improve teacher practice, which will in turn
improve student learning outcomes.

It is important that the leadership of the school can
articulate their theory of action so that staff understand
why they are doing what they do and what they are
aiming to achieve

Key improvement strategies can be broken down into
specific actions. This breaking down of key
improvement strategies into their components is
discussed in the next section on implementation.

6. Implementation

As indicated above, the implementation section of the
Annual Implementation Plan lists the key improvement
strategies into their components. It describes the
activities and practices required in that year to take the
school to the next level of practice, in order to achieve
the long-term key improvement strategies.

Importantly, the implementation section also identifies
and breaks down significant projects that the school is
committed to and which will involve significant
resources. These might include local initiatives and
Departmental programs such as:

- undertaking School Self-Evaluation, review and
planning

- major maintenance/building upgrades

- new policy or legislative requirements (eg, Ultranet).

Each of the key improvement strategies and significant

projects is broken down under the following headings:

- What (actions) — the specific actions to be
undertaken in that year to progress the key
improvement strategies and significant projects.

- How (resources) — the resources, including budget,
equipment, ICT, learning time, professional learning,
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consultants, critical friends and learning space
necessary to implement the key improvement
strategies and significant projects.

- Who — the individuals or teams involved and
responsible for implementation.

- When — the date, week, month or term for
completion.

- Achievement milestones — the changes in practice
and behaviours that will be observable at the school if
the strategy and its actions (outlined in the ‘What’
section) have been implemented successfully.

The ‘What', ‘How’ and achievement milestones are
discussed further in the following sections.

What (actions)

There may be more than one action for each strategy or
significant project. In breaking down the key
improvement strategy into sub-actions, schools may
differ in the level of specificity in which they list these
actions. Some schools may choose to include a detailed
array of actions, while others may like to include only
the main actions, leaving the detail to become part of a
detailed project plan that is used by those who will
implement the action.

How (allocating and managing resources
to achieve results)

Implementation planning provides an opportunity to
build organisational capacity through the creation of
teams with clear responsibilities for implementing
strategies and achieving milestones. It is important to
ensure that these teams are provided with the
resources needed to effectively implement the
strategies and achieve the milestones.

For example, teams may need appropriate professional
learning, access to technology and equipment, as well
as an appropriate budget. Access to leadership
development programs that support distributed
leadership and promote succession planning should
also be considered.

When identifying resource requirements, schools may
find it useful to coordinate funding applications and
professional learning activities available through a
range of Departmental programs such as Teacher
Professional Leave, coaching and mentoring programs
and other submission-based programs to achieve the
school’s key improvement strategies.

Organisations such as the Local Learning and
Employment Networks, School Focused Youth
Services, Neighbourhood Renewal, Koorie Support
Workers or Local Community Partnerships may be
devoting resources or undertaking activities that can
contribute to and support the achievement of a school’s
key improvement strategy. As noted in the design



principles of the School Accountability and Improvement
Framework, a collaborative approach to development of
implementation plans can avoid duplication and
maximise the resources available to schools.

Achievement milestones

Achievement milestones are used to demonstrate
whether the strategies and actions have been
successful. Achievement milestones reflect changes in
practice and behaviours.

To simplify and focus the school’s monitoring of
progress, it is recommended that schools set only a
limited number of achievement milestones within the
indicative planner. This way, everyone in the school is
clear about what improvements they are trying to
achieve. Too many milestones may cause the school to
lose focus on the key things that need to be achieved.

One way of reflecting upon suitable achievement
milestones is to consider the Effective Schools Model.
The Effective Schools Model defines eight correlates of
an effective school. These correlates essentially
describe the types of practice and behaviours that might
be observable at a school (achievement milestones) if
key improvement strategies were being effectively
implemented.

For example, consider a school that had a key
improvement strategy related to improving professional
leadership at the school. Effective schools are
characterised by professional leadership that
distributes authority and responsibility across the school
by providing teachers with genuine opportunities to
participate directly in decisions about curriculum,
professional learning priorities, school and resource
management, and other policy decisions. An
achievement milestone could then be framed to reflect
these practices and behaviours.

Other resources can also be used to develop
descriptions of practices and behaviours, for example,
the e® Instructional Model, Performance and
Development Culture Revised Self Assessment
Framework, the Developmental Learning Framework for
School Leaders and Principles of Learning and
Teaching.

Importantly, achievement milestones may be set for the
whole school or for particular areas of the school (e.g.,
the mathematics or professional learning team for the
early years).

Generally, schools should set only a limited
number of achievement milestones each
year.

Milestones can draw upon subscales from the Staff and
Student Opinion surveys. There are a number of these
which relate to improved curriculum, teaching practice,
etc (e.g., the quality of instruction subscale from the
Student Attitudes to School Survey).

However, in setting milestones, schools should not be
constrained only to empirical data sets. Schools can
engage in a dialogue with teachers, parents and
students to assess whether the achievement milestone
has been met (qualitative data).

Achievement milestone checklist
The following criteria should be considered when
specifying achievement milestones:

The achievement milestone describes changes in
practice and behaviours.

The achievement milestone has a defined timeframe
for achievement — week, term, semester, within the
year.

The achievement milestone is easily understood and
able to be explained in simple terms to staff and
school community.

The achievement milestone describes the intended
result in sufficient detail to ensure that people will
agree when it has been achieved.

Data, processes or activities used to demonstrate
achievement of the milestone can be collected easily
or readily observed and reported on regularly.
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Examples of achievement milestones
Achievement milestones related to improved
teacher practice

- By the end of Term 3, all teachers will routinely reflect
on their classroom practice in light of the e5
Instructional Model.

- By the end of Term 3, all teachers will have
completed three peer observation and feedback
sessions.

- All teachers use student feedback from at least one

class to improve student engagement in learning by
the end of Term 2.

- By the end of the year, all teachers use peer
observation to improve use of ICT in classrooms for
student learning.

- All teachers have received targeted, focused
feedback on their teaching practice during Term 4.

- By the end of Term 2, all teachers have established
peer observation sessions and receive feedback on
their teaching practice.

- All teachers are using a variety of teaching strategies
to improve student engagement in learning by Term
4,

- All teachers regularly engage in discussions
regarding their practice by end of Term 3.

- LOTE teachers have incorporated a range of effective
teaching strategies by Term 4, resulting in more
students electing to study LOTE at VCE.

- Teaching practice is guided by students’ individual
learning plans by Term 4.

- All teachers are using student performance data to
inform their teaching.

Achievement milestones related to improved

curriculum

- By end of Term 4, teachers are actively planning the
inclusion of higher order thinking skills into their
classroom practice.

- Teachers are differentiating the curriculum in their
planning to cater for and engage all students by the
end of Term 2.

- By the end of Term 4, staff across all levels share
practice with colleagues to enhance a deep
understanding of the e5 Instructional Model.

Annual Implementation Planning Guidelines 2010

- Achievement milestones related to improved
assessment

- All teachers become confident with interpreting
NAPLAN data by the end of Term 3.

- By the end of Term 2, all staff regularly use
moderation practices to ensure consistency in
assessment.

- All teachers are using the ESL Companion to the
VELS, when appropriate, to assess ESL students’
progress.

- All teachers are using the standards and progression
points accurately to map student progress in all
relevant VELS domains.

Achievement milestones related to improved
student management

- All teachers adopt the school-wide policy for student
management by end of Term 2.

Achievement milestones related to improved
organisational health

- All staff believe they have had the opportunity to
contribute to the purpose and values identified in the
new School Strategic Plan.

- By the end of Term 3, staff have performance and
development plans that demonstrate links with the
School Strategic Plan and Annual Implementation
Plan.

- By the end of Term 4, all staff have had an end-of-
year discussion related to their performance and
development plan.

Achievement milestones related to improved
community partnerships

- Regular meetings are held over the year with LLENS
and other community organisations to increase
knowledge and pathway options for young people.

- Careers and MIPs team will work with Local Council
to develop a work placement program for students at
risk by end Term 2.



7. Monitoring and reporting
progress against the plan

In order to keep the school focused on what it is trying
to achieve, it is important to monitor the implementation
of key improvement strategies and significant projects
and progress towards one-year targets and
achievement milestones. In a formal sense, this is done
through the Annual Report to the School Community
and the School Council’s annual reporting meeting to
the school community.

In developing the Annual Report to the School
Community, each year schools will reflect on their
achievements made during the year, analyse areas
where progress exceeded expectations or was less
than anticipated, and consider the impact of changes to
the environmental context, such as student enrolment
levels, staffing arrangements or the uptake of new
Departmental initiatives such as the Ultranet Project.

The following year's Annual Implementation Plan should
build on the achievements made and reflect any
necessary adjustments to the school’s key improvement
strategies.

Less formally, monitoring may be undertaken through:

- regular monitoring of performance data and progress
towards one-year targets and achievement
milestones

- ongoing, active engagement of the school leadership
team and planning teams

- personal and public recognition of individuals and
teams as milestones are achieved

- reporting to the school community through the school
newsletter or School Council meetings.

8. Timelines and endorsement

It is important that annual implementation planning is
integrated into the usual planning processes
undertaken by the school. Preparation of the Annual
Implementation Plan commences in the second half of
the school year, when schools are considering
projected student enrolments, the indicative Student
Resource Package budget allocation, and determining
staffing requirements for the following year.

The final draft of the school's Annual Implementation
Plan must be endorsed by the school council and
Regional Network Leader by 31 March each year.

A sound planning cycle would see the school’'s Annual
Implementation Plan developed by the end of the year
prior to its implementation. It is anticipated that schools
will submit a draft Annual Implementation Plan to the
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Regional Network Leader during Term 4. The Regional
Network Leader will notify schools of the specific
timelines, submission requirements and feedback
processes. It may be necessary, however, to adjust the
Annual Implementation Plan during Term 1 after actual
school enrolments are known and the school has
undertaken the necessary reflection on school
performance through the annual reporting process. An
example of a modification to the Annual Implementation
Plan may be to revisit and refine targets relating to
student learning; e.g., teacher judgements.

The final Annual Implementation Plan must
be endorsed by the School Council and the
Regional Network Leader by the 31 March
each year.

The tick box found on the electronic copy of the Annual
Implementation Plan must be ticked by the Principal (to
verify endorsement by School Council) and Regional
Network Leader. The school must forward an electronic
copy to their Regional Network Leader for endorsement.
The school is required to retain the original endorsed
Annual Implementation Plan.

Retention and archiving of plans should be in
accordance with the Department Record Keeping
Policy.

All schools are required to submit a draft
Annual Implementation Plan to their Regional
Network Leader every year, including those
developing a School Strategic Plan.

9. A single planning
framework — integrating
Departmental initiatives

A key objective of the school planning arrangements is
the integration of all programs and initiatives into one
school plan.

A school’s participation in major Departmental programs
and initiatives can be incorporated into the School
Strategic Plan and Annual Implementation Plan as part
of a key improvement strategy, or as a significant
project in an Annual Implementation Plan. This will
depend on the nature of the program, its ‘fit’ with the
school’s key improvement strategies, and the duration
of the program; ie, long versus short term.

Such programs may include the Language Disorder
Program, an ESL program, a LOTE bilingual program,
the Victorian Essential Learning Standards, Principles
of Learning and Teaching, Literacy Improvement
Teams, Teaching and Learning Coaches and Managed
Individual Pathways.
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10. Summary of roles in
annual implementation
planning

How is the School Council involved in
annual implementation planning?

The School Council is an integral part of the
governance structure of the school. Its role includes:

- contributing to the development of the Annual
Implementation Plan

- endorsing the Annual Implementation Plan

- monitoring progress against the key improvement
strategies and achievement milestones in the Annual
Implementation Plan

- approving and monitoring the school’s budget to
support the Annual Implementation Plan.

How are the school Principal and the
school leadership team involved in
Annual Implementation Planning?

The school Principal plays a central role in annual
implementation planning, both in their role as Principal
and as executive officer on School Council. The
Principal, supported by the school leadership team, is
responsible for:

- leading the staff and community in the development
and implementation of the Annual Implementation
Plan

- presenting the Annual Implementation Plan to School
Council for endorsement

- keeping the school community, including staff,
students, council and parents informed of progress
against the Annual Implementation Plan. The Annual
Report to the School Community provides a valuable
vehicle for this.

How are staff involved in annual
implementation planning?

School staff contribute to the annual implementation
planning process through direct engagement in their
roles as staff members, as well as through their
representation on the School Council. They are
engaged in the process through:

- participating in the development of the Annual
Implementation Plan

- implementing and monitoring the actions outlined in
the Annual Implementation Plan

- reporting progress against the key improvement
strategies, significant projects, achievement

milestones and one-year targets in staff meetings and

School Council meetings.
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What is the role of the Regional Network
Leader in annual implementation
planning?

Regional Network Leaders and other Regional Office
personnel are responsible for:

- providing training, support and advice to schools in
the annual implementation planning process

- understanding the unique context of each school,
network schools and the broader local area and
providing support and guidance on the Annual
Implementation Plan

- developing processes to ensure that Annual
Implementation Plans are consistent with the School
Accountability and Improvement Framework and
Departmental policy

- endorsing the Annual Implementation Plan.

What is the role of the DEECD central
office in annual implementation planning?

The School Improvement Division is responsible for:

- developing the Department’s policy framework for
annual implementation planning, including guidelines,
templates and resources.

- providing a forum for sharing good practice in annual
implementation planning across the state

- monitoring and evaluating the annual implementation
planning process to support continuous improvement.

Other DEECD central office divisions are responsible
for:

- ensuring that all planning and accountability
arrangements for school programs and initiatives are
via the appropriate elements of the School
Accountability and Improvement Framework; i.e.,
School Strategic Plan, Annual Implementation Plan,
School Self-Evaluation, School Compliance Checkilist,
etc

- planning, as much as possible, the rollout of
programs and initiatives to fit the normal planning
cycles for schools.
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11. Further Support and
Information

Readers may find the following web-links and
documents useful.

School Accountability and Improvement Framework for
Victorian Government Schools
www.education.vic.gov.au/management/schoolimprove
ment/accountability/default.htm

Guidelines for strategic planning in schools and School
Strategic Plan templates
www.education.vic.gov.au/management/schoolimprove
ment/accountability/strategicplan.htm

Annual Implementation Plan templates
www.education.vic.gov.au/management/schoolimprove
ment/accountability/implementation.htm

Local Learning and Employment Network website
www.llen.vic.gov.au

Principal Class Performance and Development
www.education.vic.gov.au/about/directions/blueprint1/fs
3.htm

Effective Schools Model
www.education.vic.gov.au/about/directions/blueprintl/e
s/default.htm

Regional accountability and improvement personnel can
provide further assistance to schools. A contact list is
located at
www.education.vic.gov.au/management/schoolimprove
ment/accountability/default.htm.

To contact the School Improvement Division regarding

the School Accountability and Improvement Framework,
please email schoolaccountability@edumail.vic.gov.au.
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