
Employee Feedback Action Plan Template 
This template is designed to translate employee survey results and focus group insights into 
actionable steps. By addressing employee concerns effectively, organizations can build trust 
and improve engagement levels. 

Template Structure 
1. Objective: Address employee concerns by implementing targeted initiatives. 

2. Structure: Outlines identified issues, proposed solutions, and success metrics. 

Example 
Issue: Work-life balance concerns raised by employees in recent surveys. 

Proposed Solution: 

1.​ 1. Implement flexible scheduling options to allow employees to manage their time 
effectively. 

2.​ 2. Introduce a pilot program for remote work two days a week. 
3.​ 3. Provide training for managers on supporting flexible schedules and employee 

well-being. 
4.​ 4. Conduct follow-up surveys to assess the impact of these changes after three months. 

Success Metrics: 

●​ 1. Increased employee satisfaction scores related to work-life balance. 
●​ 2. Improved employee retention rates over six months. 
●​ 3. Positive feedback from focus groups discussing the implemented initiatives. 

Blank Employee Feedback Action Plan Template 
Objective: _____________________________________________ 

Identified Issues: ______________________________________ 

Proposed Solutions: ____________________________________ 

Success Metrics: _______________________________________ 
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