
    

     

 
  

 

 

        
        

       
  

 

 

   

      

    

   

     

 

       

       
     

   

 

      

       

   

     

 

   

       

     

         
 

 
 
 
 
 
 
 
 
 
 

1 You for Youth | Summer Learning Initiative 

Sample Summer Learning Program Planning Timeline 

A planning timeline will help keep your program planning team on-task and accountable. Below is an 
example of a very basic summer program planning timeline. Use the template on the second page to 
create your own planning task timeline. Be sure to include deadlines and the person responsible for 
each task. 

August/September‒December 

☐	 Develop a program planning team. 

☐	 Develop a needs assessment with stakeholder input. 

☐	 Set SMART program goals. 

☐	 Map community assets. 

☐	 Develop funding proposals/asks. 

January‒March 

☐	 Design intentional summer learning program curriculum that connects to goals. 

☐	 Plan out the logistics of the program (location, space, materials, budget, staff recruitment, 
student recruitment and professional development/coaching). 

☐	 Develop partnerships. 

March‒May 

☐	 Plan outreach to students. 

☐	 Determine process to hire new staff and/or identify returning summer staff. 

☐	 Order materials/supplies. 

☐	 Hold orientation for staff. 

June‒July/August 

☐	 Start summer program. 

☐	 Hold weekly check-in meetings with staff. 

☐	 Facilitate in-service staff trainings. 

☐	 Assess and debrief the overall quality of the summer program (include input from  
stakeholders).  

This resource is in the public domain. Authorization to reproduce it in whole or part is granted. This resource was 
funded by the U.S. Department of Education in 2017 under contract number ED-ESE-14-D-0008/0005. The views 
expressed here are not necessarily those of the Department or the contractor. Learn more about professional 
development planning and 21st CCLC learning at https://y4y.ed.gov. 

https://y4y.ed.gov


    

     

 
  

 

 

           
            

 
 

    

  
 
 

  

  
 
 

  

  
 
 

  

  
 
 

  

  
 
 

  

  
 
 

  

  
 
 

  

  
 
 

  

  
 
 

  

  
 
 

  

  
 
 

  

  
 
 

  

 

2You for Youth | Summer Learning Initiative 

Sample Summer Learning Program Planning Timeline 

Use the chart to create a prioritized list of all tasks that need to be accomplished by the planning team. 
Then determine when each task should take place and identify the person responsible for completing 
it. 

Priority Level Task Timeline Person Responsible 

This resource is in the public domain. Authorization to reproduce it in whole or part is granted. This resource was 
funded by the U.S. Department of Education in 2017 under contract number ED-ESE-14-D-0008/0005. The views 
expressed here are not necessarily those of the Department or the contractor. Learn more about professional 
development planning and 21st CCLC learning at https://y4y.ed.gov. 
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