
Quality and Safety Series

Action Plans



Objectives

• Define what an action plan is.

• Identify the key components of an 
action plan.

• Discuss how to use an action plan.

• Review an example of an action plan.
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What Is an Action Plan?

• A step-by-step plan to achieve 
your SMART* goal.

• Detailed interventions/actions 
to achieve a goal.

• Assigns responsibility for 
action items.
– Establishes accountability.

• Incorporates deliverable dates.
– Assists in adhering to a timeline.

3 SMART = specific, measurable, attainable, relevant, time-bound



Action Plan Key Components
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Key Component: Item

Item:
An individual strategy identified to reach your goal. 
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Key Component: Root Cause

Root Cause:
Identified during the root cause analysis, it is the driving force 
behind the item/strategy or intervention in the first column.

6
See NEED CATEGORY—Root Cause Analysis Template: www.hsag.com/hqic/quality-series
See 5 Whys—5 Whys Template: www.hsag.com/hqic/quality-series



Key Component: Plan

Plan:
Action steps to be taken to accomplish the item/strategy. 
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Key Component: Responsibility

Responsibility:
The individual or group assigned to accomplish the plan or action items. 
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Key Component: Date Due/Completed

Date Due/Completed:
Set deadlines that align with the project timeline. 
You can also use this column to document delays. 
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Key Component: Measurement Plan

Measurement Plan:
Document the metrics to measure the success 
or efficacy of the plan/action(s). 

See Rapid-Cycle Improvement—Critical to Quality Tree Template: www.hsag.com/hqic/quality-series 
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Key Components: Status

Status:
Document status updates each time the team meets.
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Key Component: Results/Lessons Learned

Results Lessons Learned:
Document successes, barriers, and plans for scale 
and spread. Perform a PDSA* on your strategy!

*PDSA = plan, do, study, act
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Action Plan Example
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Action Plan Template

14 Template available at: www.hsag.com/hqic/quality-series 



Key Take-Aways

• An action plan is a 
step-by-step plan to achieve 
your SMART goal.

• An action plan provides a 
team/project leader with 
a tool to design, assign, and 
track the implementation of a 
quality improvement initiative.
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Key Take-Aways (Cont.)

Components of an action plan:
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• Item: Strategy or
intervention designed to
achieve your goal.

• Root cause: The driving
force or issue that your
strategy/intervention is
addressing.

• Plan: The action steps
you are taking.

• Responsibility: The team
or person accountable for
implementing the plan.

•

•

•

•

Date/time completed: The deadline 
to complete your plan that coincides 
with the project timeline.
Measurement plan: Shows how you 
are going to measure the success of 
implementation of the plan.
Status: Ongoing updates on the 
progress of the plan.
Results/lessons learned: Successes 
and barriers that will enable you to 
PDSA your plan.



Thank you!

Questions: hospitalquality@hsag.com 

17

This material was prepared by Health Services Advisory Group (HSAG), a Hospital Quality Improvement Contractor (HQIC) under contract with the Centers for Medicare & Medicaid Services 
(CMS), an agency of the U.S. Department of Health and Human Services (HHS). Views expressed in this material do not necessarily reflect the official views or policy of CMS or HHS, and any 
reference to a specific product or entity herein does not constitute endorsement of that product or entity by CMS or HHS. Publication No. XS-HQIC-QI-03212022-01 
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