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Data Action Plan Template
Establishing a data action plan will help guide you through the process – help you determine what you need to do first, and the general order of things. Many decision-making processes are straightforward, others are not. Be prepared!
Working from the problem statement template, use this chart to identify the current and desired state of resource and data needs to achieve the goal.
Problem Statement: 
	Current State (what data/resources are available now)
	Desired State (what is needed to achieve the goal)
	Gap (what is missing)
	Who can help (who collects or where are the data)
	Data (inputs, outputs, outcomes)
	Deadline (by when does this need to happen)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	







EXAMPLE
Problem Statement:  Realign non-MLS public services staffing levels to increase professional (MLS) staff utilization for outreach and programming.
	Data (inputs, outputs, outcomes)
	Current State (what is available now)
	Desired State (what is needed to achieve the goal)
	Gap (what is missing)
	Who can help
	Deadline (by when does this need to happen)

	HR staffing level data (input)
	Real time staffing level data available from HR (input, FTE)
	Continue with real time staffing level data
	none
	HR
	done

	Staff activity study
	no analysis of how staff spend their time
	Monthly record of how staff spend their time
	Need to conduct a survey of staff time spent on what activities (activity log update from 2018)
	HR

Public services manager
	Summer 2020

	Programming hours
	Outputs on number of programs, no detail on preparation time spent
	Outputs on preparation time for developing programs
	Need to capture preparation time and link it to the specific program delivered
	Public services manager

Programming staff
	Fall 2020

	Outreach hours
	Outputs on number of outreach programs and services provided (outside the library to nursing homes, day care facilities, events)
	Outputs on preparation time for developing outreach programs and time spent delivering outreach services (including travel time)
	Need to capture preparation time and delivery time (including travel)
	Public services manager

Programming staff

Outreach Services staff
	Fall 2020



