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Writing Action Plans: 

Every captive requires action plans to be developed and periodically updated for their 

members.  The action plan is a roadmap to help the members move from where they are now 

to where they want to be; think of it as a loss-prevention GPS.  There is a value to a well-

written action plan, but that value is not always self-evident.  Understanding what that true 

value is can make it easier when writing an effective action plan.  

 

Before you met with the client/member, you should have reviewed their ELA and be familiar 

with their losses, or claims.   

 

This should have guided your conversations as you worked with your safety contact to come up 

with they would like to do and how you can help them accomplish these things.  The things 

you talked about should form the basis of the action steps. 
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Writing the Action Steps 

• Write the action steps before you set the goals.  The goal is going to be a way to 
measure the effectiveness of the steps that they are taking. 

• Use “Active” words like Develop, Establish, Implement, Create, Train, Assess, Review, 
Update, Monitor, Evaluate, Analyze, Improve, Reinforce, Conduct, Identify, Mitigate, 
Streamline, Enforce, Investigate, Document, Communicate. 

• So, one action step might be Create a stretching poster using internal resources. 

Setting Goals 

Now that you have figured out what steps you and the member are going to take, it is time to 

write the goal and measurements.  Your goal should be a SMART goal,  that clearly defines a 

measurable outcome based on the steps you just developed. 

SMART Goals 

 

The Team and the Projected Date 

Include yourself as a part of the team whenever possible.  Set dates that give them plenty of 

time to implement the steps.  Realize that they are probably very busy, and we don’t want to 

establish a tight timeline – the timeline is the least important item on this plan. 


