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On the audit sheet you m
ay have answ

ered 
“not at all” or “room

 to im
prove” to som

e of the 
questions. Detail those here so that you can 
plan to address them

. 

W
hat strategies and actions w

ill you im
plem

ent 
to address the identified area for im

provem
ent? 

Identify key staff involved and their roles and 
responsibilities. W

hat resources do you need to 
carry out your actions? 

Set a tim
eline for com

pleting the task. Also set a 
review

 date as it is im
portant to assess w

hether 
the activity is going as planned. 

ACTION PLAN




