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Action Tracker

Session Overview

This session will provide an overview of how to navigate open or outstanding actions across your area of the
business, using ASSURE data to identify trends, and areas requiring focus. The session will review the different
methods of tracking actions, action sources, supporting learning and continuous improvement.

Time: 11:00 AM-12:00 PM

Date: 21° May

Delivery: Microsoft Teams (online)

You can join by clicking or scanning the QR Code
All are welcome!

11:00 - 11:05 | Welcome & Session Objectives

e Introductions
¢ Why effective action tracking matters
e Overview of session objectives and key outputs

11:05-11:25 | Action Lifecycle Overview

o What constitutes an action (audit, inspection, incident,
observation)

¢ Action lifecycle: creation to close-out

o Roles and responsibilities (originator, owner, approver)

11:25 - 11:40 | Raising SMART actions

e Writing clear, actionable, and measurable actions
e Setting realistic priorities and due dates

¢ Common issues with poorly defined actions

11:40 - 11:55 | Tracking and Visibility

o Monitoring action status and progress

e Managing overdue and at-risk actions

o Dashboards, reporting, and trend visibility
e Escalation routes and accountability

11:55 -12:00 | Key Takeaways & Close

e Summary of key learning points
e Q&A
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