ACTION PLANNING TOOL
Steps to creating an Assessment Questionnaire (AQ) Action Plan
(Last modified January 2026)
Step 1. Collect appropriate documents 
Collect all appropriate documents
· Completed AQ
· Completed AQ Scoring Workbook
· Copy of the AQ Action Planning Tool (pages 3-4 of this document)
Step 2. Complete the 1st Page of the Action Plan Form 
Share the results of the AQ with relevant stakeholders from the site. Use the information in the Score Summary of the AQ Scoring Workbook to fill in the first page of the Action Plan Form.
General Information
· Fill in the site or organization name and key stakeholders involved in creating and implementing the action plan, such as members of the wellness team.
Assessment Information
· From the AQ, enter the date completed and total score (found in the Score Summary of the AQ Scoring Workbook).
· Review the total scores from each section within the AQ Scoring Workbook. Discuss which sections had higher scores and which sections had lower scores. Based on the relative scores in each section, decide how to categorize the sections into “Areas of Strength” and “Areas of Opportunity.” You can also take a look at the specific questions within a section to identify strengths and opportunities. 
Note: Each site and organization is unique, with different circumstances, levels of support and resources. For this reason, “areas of strength” and “areas of opportunity” are not strictly defined. Rather, the team completing the Action Plan Form should decide how to categorize strengths and opportunities using information from the AQ scores, characteristics of the site or organization, and also information from other community and site assessments.
· Based on the discussion of areas of strength and opportunity, decide which areas would be the most impactful and feasible for the wellness team to work in. 
· Review relevant questions in the AQ that relate to the identified areas. Look at what can be improved and consider the resources necessary to make those improvements. 
· Based on interest, need and resources, decide what to start working on for this next year. Be specific, using individual AQ questions as a guide. Enter this information into the “Site or Organization Priorities”.
Step 3. complete the action Plan Table
· Use the “Site or Organization Priorities” from the first page to populate the “Goals” column. When possible, use SMART goals as a guide: Specific, Measurable, Achievable, Relevant, Time-Bound
· Discuss what activities need to happen at the site or with partners to accomplish each goal. Write these activities in the “Action Steps” column. 
· Assign a lead person or persons to each Action Step. 
· Discuss how progress toward each goal and/or action step can be measured and record this in the “Measurement” column. 
· Write down any stakeholders that will be impacted by or involved in these activities.
Step 4. Implement the action plan
Decide on a timeline, discuss next steps and reach out to stakeholders involved in carrying out the action items. Consider setting regular meeting dates and use the action plan table to structure meetings and check progress. Your plan is a living document! Review it throughout the next year and make adjustments as necessary.
Assessment Questionnaire Action Plan Form
General Information:
	Site or Organization Name:
	


	Wellness Team Members/Site Liaison(s): 
	


Assessment Information:
	Date Completed: 
	Total SLAQ Score:

	Areas of Strength:
Highlight areas where the site scored well 

	1.
2.
3.

	Areas of Opportunity:
Discuss the areas with lower scores and why they might not be meeting best practices
	1.
2.
3.

	Site or Organization Priorities:
Identify the “low-hanging fruit”. Consider capacity, stakeholder support, interest, and momentum.
	1.
2.
3.
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Assessment Questionnaire Action Plan
	[bookmark: _Hlk183099516]Goals
What do we want to accomplish?
	Action Steps
What activities need to happen?
	Lead Person(s)
	Timeline
Start dates
	Measurement
How is progress measured?
	Stakeholders
Who will be involved and/or impacted?

	Example: Standards for all foods and beverages provided, but not sold, to students during the school day
	1a. Provide teachers with list of non-food reward examples.
1b. Discuss changes at back-to-school staff training.
1c. Assess mid-year to discuss challenges and determine additional communication needed.
1d. Develop communication to families regarding the nutrition standards 
	1a. Food Service Director (FSD), Principal, wellness lead  to disseminate

	Before the beginning of next school year.
	· Verbal check-ins with staff to ensure compliance
· Teacher survey 
· The Site-level Assessment Questionnaire (SLAQ)
	FSD, principals, teachers, staff, students
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