How to make a scenario for a Plan of Improvement?
Making improvement is not difficult. A solid plan is key.

Verbeteren moet je zelf doen. Het helpt als je een draaiboek of planning maakt. Een draaiboek voorkomt dat je zaken over het hoofd ziet. Het helpt bij het ordenen en verdelen van taken. In het draaiboek staat alles wat er gebeurt tijdens het traject: alle taken en werkzaamheden.

In het draaiboek gaat het om afspraken over tijdpad en taakverdeling. Vragen over doel, doelgroep, boodschap en het vinden van een geschikte werkvorm, komen niet in het draaiboek aan de orde.
Making improvements is something you have to do yourself. A scenario can help with this. It prevents forgetting important parts of your event and helps structuring and dividing the tasks. A scenario contains a description of all tasks that are necessary in your event.
In your scenario you will discuss a time path and division of tasks with your group. Questions about your goal, your audience, the message of your event and your working method are not discussed in this scenario.
Plan of Action
First answer the following questions:

· What improvents are you going to make?

· What is your goal? What do you want to achieve?

· Who is your target audience?

· What is your message?

· What is entertaining; what type of action will you take?

· When do you want to start?

· When are you finished?
If you answered these questions, you can start working on your scenario.
Making a scenario

You will update your scenario along the way. Be specific about the events that are in the near future. Activities that are planned at a later stage of the event can be described less specific. You will update these events when you are further in the process. Your scenario will consist of an hour to hour description of events, where these events take place and who is responsible. 
What has to be included in your scenario?
Your scenario describes who will do what, and especially,  when. Fill in the table and add one column with additional information about specific tasks. You will find the table below.

Scenario Table
	
	
	Preparation
	Execution
	

	What?
	Note
	Who?
	Who?
	When?

	
	
	
	
	

	Decide on the Point of Improvement
	
	
	
	

	What are we going to do and when? 
	
	
	
	

	Who writes the plan of improvement?
	
	
	
	

	Who monitors the execution of the plan? bewaakt de uitvoering van het plan?
	
	
	
	

	Who is responsible for the scenario?
	
	
	
	

	
	
	
	
	

	Money
	
	
	
	

	Who will make the budget estimate and who is responsible for the final payments?
	Will the action cost any money?
	
	
	

	Who will contact sponsors or people with money?
	
	
	
	

	
	
	
	
	

	Contact with “government”
	
	
	
	

	Is the government (political parties, municipal council) an ally or do you aim to influence the government? Who do you contact the “government”? How do you inform them about your action (email, telephone, pre-made questions, invitations for a demonstration). Who does what and when?
	
	
	
	

	
	
	
	
	

	Publicity surrounding your action
	
	
	
	

	Who will announce the event and call important media? (give a scoop to a journalist, letter to the newspaper)
	Announce your event on time, think about regional press, stories based on real events will get the most attention in the media. 
	
	
	

	Who writes the press statement? 
	Sent your statement a week in advance.
	
	
	

	Who makes a summary? (half of an A4 with points of improvement and how to improve.)
	
	
	
	

	
	
	
	
	

	Report
	
	
	
	

	Who writes the report?
	
	
	
	

	Who puts the information on the school website?
	
	
	
	

	Who is in charge of making pictures?
	
	
	
	

	Who sends a thank-you note to all involved? (letter, text message, etc.)
	
	
	
	

	
	
	
	
	

	Evaluation
	
	
	
	

	Did we reach our goal?
	
	
	
	

	Do we have to do additional things?
	
	
	
	

	What did we learn and how can we improve?
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