Instructions for completing the Action Plan Template
As part of the university’s efforts to manage the “Results to Action” phase of the survey project, each Planning Coordinator is being asked to submit a copy of their Action Plan to the Training and Development department every six months.  

In this way, the university can measure the progress that each school/division has made towards enhancing Loyola’s culture. 

If there are questions regarding these instructions or anything related to the Loyola Faculty and Staff Opinion survey please contact the Training and Development department at x83145. 

1. Planning Coordinator: Insert the name of the school/division that you are supporting.  

2. Date:  date that the Action Plan was completed. 

3. Category: Select one of the 13 categories from the survey 

(talent management, engagement, immediate manager, leadership, management, mission, pay & benefits, quality & excellence, resources & efficiency, respect & care, strategy & direction, teamwork, image, faculty supplement, staff supplement)

4. Description: What specific question number or theme will be addressed

5. Rationale: Why was this item selected? What is the rationale for addressing this issue? 

6. Measure of success:  How will you know that you’ve made a difference? What measurement (s) will be used to monitor progress? 

7. Key Actions/ Steps:  Identify the actions that will be taken to address the issue.

8. Resources Needed:   List what is needed to achieve results 

9. Due Date:    Anticipated completion date

10. Person Responsible:  Record the name(s) of those responsible for completing the action item

11. Status:  Briefly describe the status of the particular action item
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