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TOOLS

Conferences are great opportunities to learn 
new information and strategies to improve 
leading, teaching, and learning, but they can 

be overwhelming. Conference attendees need a plan for 
applying their learning to practice. 

Learning Forward developed a collection of tools to help 
educators turn an immersive learning experience, such as the 
Learning Forward Annual Conference, into an actionable 

plan. In the October issue of The Learning Professional, we 
shared tools that can help you make the most from your 
learning before and during a conference. In this issue, we 
highlight the components of our tool kit that support post-
conference goals, actions, and plans. 

The complete collection of tools can be found at 
conference.learningforward.org/conference-action-
toolkit/

Action plan puts conference 
learning into practice

BY LEARNING FORWARD
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AFTER CONFERENCE ACTION PLAN TEMPLATE

Action steps
What will be done?

Responsibilities
Who will do it?

Timeline
By when?

Potential barriers
What individuals or structures might 
present roadblocks? How will you 
address them?

Step 1

Step 2

Step 3

Step 4

Step 5

Evidence of success: How will you know you are making progress? What are your benchmarks?
 

Evaluation process: How will you determine that your goal has been reached? What are your measures?
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TOOLS

The last tool in the conference action plan tool kit is a detailed spreadsheet that is best used in its digital version. Here is 
a preview of the first part. Define your goal in the first column, and state your desired outcomes in the second column. Then 
select what tool or tools you will use to measure progress and success, either quantitative or qualitative. Determine who will be 
responsible for accessing the tools and pertinent information. List your lessons learned, reflecting on strategies that worked — 
or didn’t — in pursuit of the goal. The last column is for determining how you are tracking toward the goal: on track, slightly 
off track, or not on track. (The digital version of the tool has drop-down choices to select.)

To make your own copy of this tool and view a video of how to use it, visit the conference tool kit web page at conference.
learningforward.org/conference-action-toolkit/

COMPREHENSIVE STRATEGIC GOALS INTO ACTIONABLE INITIATIVES

Goal
Measurable 

objective
As measured by Led by

Lessons 
learned

Outcome 
progress

Name major topic: 
Vision

What is our desired 
outcome/result?

Tools used to 
measure success

Person responsible 
for this work

What worked? 
What did not work?

Tracking toward 
the goal: yes, 

somewhat, or no?

30-60-90-DAY PROGRESS CHECKS

•	 What progress have you made toward your conference learning goals? How are you celebrating?
•	 With whom did you connect?
•	 What barriers did you encounter? How did you overcome them?
•	 What’s next?

First 30 days First 60 days First 90 days




