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WHY ACTION PLANNING CAN’T BE AN AFTERTHOUGHT 
Doing a survey is not enough – it is what organizations do with the feedback that matters most.

• Across 24 countries, an average of 61% of employees agree that their primary employer needs to 
do a better job of listening to their feedback. 

• Yet while 66% of organizations collect feedback from employees, only 33% report taking 
meaningful action.

• Employees whose employer turns feedback into action “really well” are twice as engaged as 
those whose employer does not act on their feedback well.

Effective actioning goes beyond rolling out results. 
Successful organizations develop and execute an action planning strategy. 
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DEVELOPING AN ACTION PLANNING STRATEGY 
A thorough action planning strategy includes eight main elements 

Goals and desired outcomes of 

the action planning phase

GOALS

Equipping people with the  

knowledge and skills needed 

for their role in action planning 

TRAINING

Dashboard content by role 

DASHBOARD SET UP

Content and tools to be made 

available

RESOURCES

Clear expectations and 

accountabilities by role 

EXPECTATIONS 

Overall timeline and 

milestones for task completion 

TIMELINE 

Action planning approach(es) 

we will use this year

APPROACH 

Information to be shared 

(who? when? how?)

COMMUNICATION 



ACTION PLANNING JOURNEY
Most organizations evolve their action planning approach over time. We typically see progression through five stages with each building on the next:  

1 3 4 5

HIGHLY VISIBLE 
QUICK WINS

Executive leadership team 

chooses to make a change 

that can be implemented 

immediately 

Policy adjustments, 
like implementing 
casual Fridays or a 

gym stipend

ORG-WIDE PRIORITIES 
WITH MULTI-LEVEL 
ACTION PLANNING 

Senior leadership team 

prioritizes organization-wide 

opportunities and leaders at 

all levels take action on those 

priorities

Establishing a DEI program 
and rolling out related  

leadership competencies, 
with leaders tailoring actions 

to their teams

LOCAL-LEVEL 
PRIORITIES AND 

ACTION PLANNING 

Business unit, regional, site, 

and/or frontline managers 

identify local-level priorities 

and own action planning 

Focusing on work/life 
balance at an office or site 

with low favorability
scores 

EMPLOYEE-DRIVEN 
ACTION PLANNING 

Employees play an active role 

in prioritizing opportunities 

and taking action

Employees form a resource 
group to address 

improvements for working 
parents
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ORG-WIDE PRIORITIES 
WITH CENTRALIZED 
ACTION PLANNING 

Senior leadership team 

prioritizes organization-wide 

opportunities and designates a 

person or team who will own 

taking action on each 

Launching a client-focus 
initiative with company-

wide training and org 
structure realignment
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WHERE DO WE START?
Assessing the maturity of your listening program may help you choose the action planning approach or blend of approaches that is best for your organization.   

Readiness for Action + Outcomes = Action Approach 

❑ We haven’t formally developed capabilities for action 

planning

❑ Leadership is gaining a baseline understanding 
of our current state of engagement

❑ We have some senior leaders who are excited and 

equipped to champion change efforts

❑ There are isolated pockets of action happening 
as a result of what we learn from our surveys

❑ Senior leaders are good role models for listening and 

responding to feedback

❑ We have a track record of successfully using 
feedback for action using both top-down and 
bottom-up planning

❑ Our managers have the skills to share survey results, 

listen, and create their own action plans

❑ Senior leaders are visibly engaged and making 
changes to how the business operates based on 
survey insights

❑ Our managers have the skills to actively engage 

employees in prioritizing opportunities and taking 

action as a team  

❑ We have, or are creating, a culture of listening, 
open communication, and collaboration 

HIGHLY VISIBLE 
QUICK WINS

ORG-WIDE PRIORITIES 
WITH CENTRALIZED 
ACTION PLANNING 

ORG-WIDE PRIORITIES 
WITH MULTI-LEVEL 
ACTION PLANNING 

LOCAL-LEVEL 
PRIORITIES AND 

ACTION PLANNING 

EMPLOYEE-DRIVEN 
ACTION PLANNING 



KEYS TO SUCCESS 
Critical success factors for each stage 

QUICK WINS CENTRALIZED MULTI-LEVEL LOCAL-LEVEL EMPLOYEE-DRIVEN 

• Demonstrate executive buy-
in for employee listening 

• Build trust by showing 
employees they have been 
heard 

• Act quickly – the first 
changes should be 
implemented or announced 
within 1 month of survey 
close

• Develop a quarterly 
communications calendar to 
provide updates on 
additional actions  

• Reference ‘quick wins’ in 
your communications

• Ensure actions are shared 
and celebrated 

• Gain executive alignment on 
your org-wide opportunity 
areas 

• Select between 1-3 priorities 
as this will ensure focus and 
coordinated effort across the 
areas that matter most 

• Determine who will own 
action planning for each 
prioritized opportunity area 

• Consider using technology 
tools to gather employee 
suggestions for action

• Decide how progress will be 
measured and how impact 
will be evaluated 

• Communicate and celebrate 
actions taken  

• Communicate the action 
planning process along with 
accountability expectations 
& due dates

• Select between 1-3 priorities 
as this will ensure 
coordinated effort in the 
areas that matter most 

• Customize the managers’ 
dashboard to focus on org-
wide priorities 

• Equip and enable your 
managers to share survey 
feedback with their teams

• Provide managers with 
suggestions for actions they 
can take based on the 
organization’s priorities 

• Train your managers on how 
to use the dashboard and 
action planning tools 
available to them

• Collect, communicate, and 
celebrate actions taken  

• Communicate the action 
planning process along with 
accountability expectations 
& due dates

• Train your managers on the 
importance of employee 
engagement and the crucial 
role they play

• Teach leaders & managers to 
interpret their team’s survey 
feedback and prioritize their 
work group opportunities

• Communicate updates and 
completed actions on an 
ongoing basis 

• Gather feedback from 
leaders and managers about 
their experience with the 
dashboard and follow-up as 
needed 

• Collect, communicate, and 
celebrate actions taken  

• Expand ownership of 
actioning to employees and 
communicate how they can 
get involved, including 

• Sharing their ideas for 
action via surveys, 
informal forums, and team 
meetings

• Taking personal 
accountability for their 
own engagement 

• Taking actions to improve 
and enhance the work 
experience for others 

• Equip and enable leaders and 
managers to actively involve 
employees in the actioning 
phase 

• Create a structure and 
process that equips 
employees to implement 
ideas and achieve change

• Collect, communicate, and 
celebrate actions taken  
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RESOURCES 
Leverage the resources recommended for your chosen approach 

RESOURCES DESCRIPTION QUICK WINS CENTRALIZED MULTI-LEVEL LOCAL-LEVEL EMPLOYEE 
DRIVEN

ENGAGEMENT 
ACTION GUIDE FOR 
LEADERSHIP (PDF)

Tips and recommended actions for improving the employee 
experience, tailored to executives and senior leaders.    

ENGAGEMENT 
ACTION GUIDE FOR 
MANAGERS (PDF)

Tips and recommended actions for improving the employee 
experience, tailored to frontline managers.   

ENGAGEMENT 
ACTION GUIDE FOR 
EMPLOYEES (PDF)

Tips and recommended actions for improving the workplace 
engagement, tailored to individual employees. 

SURVEY FEEDBACK 
MEETING OUTLINE 
FOR MANAGERS 
(PDF)

Outline for structuring and facilitating a meeting aimed at sharing 
survey feedback.  

 

ACTION PLANNING 
FACILITATION 
GUIDE FOR 
MANAGERS (PDF)

Guide for facilitating a conversation with employees to further 
understand the feedback, generate ideas, and incorporate actions 
into the work that the team is focused on.
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PLATFORM TOOLS 
Leverage the Qualtrics technology to support your chosen approach to action planning

TOOL DESCRIPTION QUICK WINS CENTRALIZED MULTI-LEVEL LOCAL-LEVEL EMPLOYEE 
DRIVEN

DASHBOARD 
ACCESS 

Consider expanding access to the reporting dashboard to leaders 
and managers in your organization. Create customized views 
based on what they need to see. 

    

BASIC DASHBOARD 
ACTION PLANNING 
TOOL 

This built-in platform capability allows users to create and share 
action plans. The survey and/or HR team can view all action plans 
and track progress. 

  

QUICK POLLS OR 
SUGGESTED ACTION 
SURVEYS

Collect additional feedback on a topic of interest by administering 
a short follow-up poll or survey.   

IDEA BOARD 
(REQUIRES SSO) 

Crowdsource ideas from employees on what actions to take to 
address opportunities. Users can create an idea board to share 
within and across teams. Employees can log into the board, give 
ideas anonymously, and vote on each other’s ideas. 

   

GUIDED ACTION 
PLANNING TOOL 
(FEE FOR SET-UP) 

Guided action planning prompts managers with recommended 
actions specific to each focus area.  
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A SUCCESS CASE: INFOBLOX 

Here’s what Infoblox is doing . . . 

▪ The HR team develops a thorough follow-up timeline before they launch the survey and makes everyone aware of what’s to 

come.

▪ Leaders at all levels are held accountable for sharing results with their teams by dates outlined on the survey follow-up timeline. 

▪ Leaders and managers have access to their teams’ specific survey results and support from the survey project team, HR Business 

Partners, and external consultants to interpret results, if desired. 

▪ HR BPs are intimately familiar with how to understand and interpret survey results so they can support leaders in their own 

investigation of the feedback.

▪ EVPs are focused on empowering leaders to drive their teams’ engagement through the use of real-time measures and actions, 

along with healthy self-reflection on engagement. 

▪ Rather than mass-producing PowerPoint presentations for managers to share their survey results, managers are expected to use 

their online dashboard to explore the feedback and identify insights. This leads to ownership and a deeper understanding of the 

feedback.

Infoblox has mastered the follow-up process in a way that makes a meaningful impact 
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ACTION PLANNING DECISIONS TO MAKE 

❑ How will results will be shared with employees (all-company meeting, newsletter, email)?

❑ How will we ensure that important feedback isn’t lost and that it gets shared with the relevant people? 

❑ Which action planning approach(es) will we use?

❑ How will we ensure action is taken and the loop is closed? 

❑ Who will have dashboard access? What information will we make available to whom (by role)? 

❑ Have our leaders and managers been trained to use the dashboard?

❑ Will we require action plans be documented and submitted? Do we want leaders to use a specific tool or template? 

❑ What training will leaders and managers need to execute their role in action planning? 

❑ What role will HR partners play? How will we ensure they have the necessary knowledge and skills?
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ADD-ON SERVICES FOR ACTION PLANNING
2022 Pricing 

Orchestrating Action Planning Workshop 
Facilitation of a 90-minute workshop with key stakeholders to build out a concrete plan for the action phase of your listening program ($2,000/workshop) 

Action Planning Session
90-minute working session where leaders identify priorities, brainstorm initial actions, and identify owners accountable for each priority ($2,000/session) 

Platform Demo
30-minute webinar to introduce managers to their organization’s reporting dashboard ($500/demo) 

People Manager Training 
1-hour webinar that enables your people leaders to understand insights and take action ($1,500 for first training; $750 for each additional delivery)

HR Manager Training 
2-hour webinar that enables and equips the HR team to support leaders in understanding insights and taking action ($2,500/webinar)

Guided Action Planning Set-Up w/ Core Content 
Set up managers' guided action planning tool and upload content for Newmeasures core engagement survey items ($1,500) 

Guided Action Planning Set-Up w/ Custom Content 
Create and upload customized managers’ guided action planning content, based on your org needs and unique survey items (Custom scope)   



APPENDIX
Best practices for dashboard access, rolling out 

results, and post-survey communication 
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GENERAL GUIDELINES FOR DASHBOARD ACCESS 

1. We find that it is best to put employee feedback data in the hands of the people who can impact change. 

• Senior leaders need information to drive change and strategy at the organizational level

• Frontline managers need access to feedback related to their team’s day-to-day experiences

2. Configuring dashboard roles helps ensure people have access to the appropriate data. 

• The executive team and HR business partners normally have full access to the organization’s data

• Typically, senior leadership’s views are limited to their function, region or business unit

• Mid-level leaders and frontline managers typically receive access to view their own group’s results

• The manager view is usually more condensed and streamlined than what senior leaders see. 

3. Dashboard roles also enable you to activate the platform functionality that best aligns with your action planning approach.

4. Remember to gather feedback from leaders and managers about their experience with the dashboard and make changes as 

needed 

Note: We recommend that clients only provide dashboard access to those that meet the established confidentiality thresholds. 

It’s important to get all employee feedback data to someone who can do something with it
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RECOMMENDATIONS FOR ROLLING OUT RESULTS
How to align your rollout plan with your chosen approach to action planning

ACTION PLANNING 
APPROACH 

SUGGESTIONS FOR ROLLING OUT RESULTS 

QUICK WINS AND 
CENTRALIZED 
ACTION PLANNING 

1. Deliver the Results & Insights presentation to the executive team
2. Have the CEO, President or other executive communicate org-wide survey findings, focus areas, planned actions & owners to all employees 
3. Customize dashboard(s) access and content by role
4. Train senior leaders to view their own high-level survey results 
5. Provide introductory training for senior leaders on what to do (and not do) with the insights
6. Send dashboard log-in details to leaders

MULTI-LEVEL 1. Deliver the Results & Insights presentation to the executive team
2. Have the CEO, President or other executive communicate org-wide survey findings, action focus areas, and next steps for action planning 
3. Customize dashboard(s) access and content by role so that leaders & managers see their team’s results compared to org-wide focus areas 
4. Provide suggestions for leaders and managers on what actions they can take to contribute to improving the org-wide focus areas
5. Train leaders and managers to use the action planning tools and resources you have selected   
6. Send dashboard log-in details to senior leaders and managers

LOCAL-LEVEL 1. Deliver the Results & Insights presentation to the executive team
2. Hold a meeting with leaders and/or managers to share key survey findings and convey expectations for action planning 
3. Train leaders and managers to interpret their work group’s detailed survey results, prioritize opportunities, and use the selected tools and resources to 

develop action plans 
4. Send dashboard log-in details to leaders and/or managers
5. Equip leaders and/or managers to facilitate meetings with their work groups to share survey feedback and to brainstorm ideas for action 

EMPLOYEE-DRIVEN 1. Deliver the Results & Insights presentation to the executive team
2. Hold a meeting with all managers to share key survey findings and convey expectations for action planning 
3. Train managers to actively engage their teams in action planning
4. Send dashboard log-in details to managers
5. Have managers facilitate meetings with their teams or work groups to share survey findings, ask questions  to further explore feedback, and actively 

engage employees in setting goals, developing action plans, and taking responsibility for action 



THANK YOU & NEXT STEPS
Send a thank you via email or post a note on your organization’s intranet within one week of the survey close data. Let employees know when they can expect 

follow up from their managers and/or organizational leadership on the survey feedback.

Dear Employees:

Thank you to everyone who participated in our 2022 engagement survey. We are excited to share that our 

participation rate was {final Participation Rate} and we received incredibly valuable feedback. 

As a leadership team, we are currently in the process of reviewing the feedback and mapping out the best plan to 

respond to the insights you shared. Given that building an engaged culture that supports accomplishing our mission 

depends on every single one of us, we will be asking for your input and assistance in following up on the survey 

feedback.

Stay tuned for updates on key findings and next steps by no later than {Date}!

SAMPLE THANK YOU NOTE



KEY SURVEY FINDINGS
To close the loop, share high-level findings from the survey with employees across the organization 

using a presentation/webinar from senior leaders and/or manager-facilitated team conversations.

If this was not the inaugural engagement 

survey, share how this survey round’s feedback 

has changed for the better or worse compared 

to past rounds. Emphasize changes that are 

statistically significant given the sample size.

BIGGEST CHANGES

Leveraging the key driver analysis, share what 

the organization intends to focus on improving 

or sustaining in the coming weeks and months. 

FOCUS AREAS

Highlight the top three strengths and bottom 

three opportunities identified in the survey 

feedback. Share themes that have emerged 

around individual survey topics.

STRENGTHS & OPPORTUNITIES

Share what employees can expect next, such as 

a meeting with their manager to talk about 

results specific to their team or department or 

periodic updates about organizational-level 

actions.

NEXT STEPS
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BUILD TRUST & ENTHUSIASM

Updates help to build trust in 

the process and motivate 

employees to want to share 

their feedback on the next 

survey.

CREATE ACCOUNTABILITY

In planning to share ongoing 

progress on survey initiatives, 

the organization creates a 

shared sense of accountability 

to take real action to address 

feedback. 

REITERATE FEEDBACK

Whenever possible, tie in survey 

feedback to regularly scheduled 

communications. Example: “You 

told us X was important to you, 

which is why we are doing Y.”

ONGOING UPDATES
At a minimum, communicate on a quarterly basis to let employees know the organization is listening and taking action. 
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TIP: ESTABLISH A BRAND

Increase visibility of your efforts and progress by branding your action plan communications. Creating a 
campaign will help employees see how actions are tied back to the survey and encourage future 
participation and transparency. Additionally, a campaign will connect the many updates that occur during the 
year under one umbrella.  

Consider developing a logo or templated “look & feel” that you apply to communications involving updates 
on your action plan. These can accompany postings on your intranet, serve as a template for internal 
PowerPoint presentations, be placed on flyers or formatted into emails. 


