
ACTION PLANS 

 

The Big Question: After collecting data and entering findings, what are you going to do with 

them?  

 

The "Action Plan(s)" should be informed by data collected through the assessment process. Any 

finding that is “not meeting” or only “partially meeting” the target for a measure-

outcome/objective related pair should have an action plan.   

 

The action plan is a simple explanation of the data-informed response to the finding. It may be 

clearly explained by the following format: Based on the finding that ______, I will (explanation 

of tweak, adjustment, change, etc.). 

 

Action Plans should:  

 Be informed by and clearly connected to data/findings collected through the assessment 

process. 

 

For example: 

Based on the finding that only 80% of survey respondents were satisfied with the timeliness of 

the dissemination of the End of Year Report, the timeline has been adjusted so that the deadline 

for final edits will be moved up 10 days to allow for faster completion. 

 

Entering an Action Plan for a “Not Met” or “Partially Met” Finding 

 

Adding Action Plans 

1. Cycle & Entity Selection:  Keep your action plan in the current 2017-2018 cycle, which 

is the automatic default. Select your (entity) course from the drop-down.  

 

 Current Cycle = Blue Background 

 

2. Adding an Action Plan:  Under the “Assessment” tab at the top of the page, select 

“Measures & Findings:” 

(Assessment Summary) 
 

1. Within the “Measures & Findings” section, you may add a new action 

plan after a finding has been entered. To do so, click the “Add New Action 

Plan” button. 

.   

2. An action plan added from the assessment summary page will have a 

relationship with one measure-outcome/objective pair.  (Adding additional 

relationships to other measures can be added by clicking on the “Add 

Relationships” at the top of the screen.) 

 

3. Once an action plan has been created, it will be listed as a hyperlink within 

the “Measures & Findings” section for that measure-outcome/objective 

pair under the heading of “Related Action Plans.”  Clicking on the “Action 
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Plan” hyperlink within “Measures & Findings” will take the user directly 

to “Action Plan Tracking > Action Plan Details” for that action plan.   

 

3. Enter Action Plan Details: (An asterisk indicates details that must be answered.) 

 

a. Relationships:  When the action plan is added under a specific measure, it is 

automatically connected to that measure. The “Relationships” tab can relate this 

action plan with existing other measure-outcome/objective pairs in that course.   

b. *Implementation Status:  The current status of the action: Planned, In-Progress, 

Finished, On-Hold, or Terminated.  

c. *Condensed Description:  A shortened description of 128 characters (similar to a 

title).  Please Note:  This is a required field.  

d. *Description:  A complete description of your action plan, up to 20,000 

characters. This is a required field.   

e. *Projected Completion Date:  The projected date when the action plan will be 

fully implemented/completed (MM/DD/YYYY).   

f. Implementation Description:  A space, 500 characters, intended for a more 

general description of the completion date (ex. Fall 2018), strategies, or steps that 

will be taken during implementation. 

g. Priority:  The priority level of this action plan (High, Medium, or Low). 

h. Responsible Person/Group:  Person(s) or group(s) responsible for ensuring that 

this action plan progresses.   

i. Additional Resources Needed:  Provide details as to what resources are needed 

to complete this action plan.   

j. Requested Budget Status:  Choose between “No Request” (if this action plan 

will not need funds), “Recurring” (for funds that will be requested in subsequent 

cycles), and “One Time” (for funds that will only occur in the initial cycle).    

k. Budget Amount Requested:  Provide a whole dollar amount for the requested 

funds, if applicable.   

l. *Include on Action Plan Tracking Page:  The “Action Plan Tracking” page 

shows all action plans for the selected entity.   

m. *Include in Reports:  Reports use specific behind-the-scenes parameters that 

select which (if any) action plans show in which reports.   

n. *Established in Cycle: The “Established in Cycle” date defaults to the selected 

cycle.   

o. *Active Through Cycle:  From the pull-down menu options, choose how long 

this action plan should remain active.   

1. Cycle String (ex. 2017-2018):  The action plan will only be visible until 

the end of the cycle chosen and will not be in any subsequent cycles.   

2. Keep Active:  The action plan will remain active indefinitely, moving 

forward automatically to each new cycle. 

p. *Indicate Entry Status:  Select “Final” and then “Save.” 


