Expectations and Actions S.M.A.R.T. Model Checklist

	Specific - The level of detail should be such that the individual who is assigned to carry out the action or meet the expectation can understand both the reasons for the action or expectation, and each step, task, action or behavior required to effectively implement the action or expectation.  
	· No “field decisions” in the expectation or action.  

· The description contains elements of who is performing the action, what the expectation or action is trying to accomplish, and how the expectation or action needs to be done. 

· Terms like “evaluate”, “determine”, and “assess”, are avoided without an accompanying action.

· The level of detail is based on the knowledge level of the target audience related to the subject matter.

· Sentences short and concise, and self-explanatory.

· Paragraphs are comprised of short, concise sentences.

· The expectation or action is void of words and phrases that could imply a double meaning without clarification (i.e. Check, Ensure, Verify, Assure, Contact, etc.).

· The expectation or action effectively integrates non-task step information (clarifying information, notes, etc.) with subsequent task steps (the physical actions to be carried out).

	Measurable:  The desired outcome or behavior should be clearly described such that it can be seen physically (during an observation), or the physical outcome is obvious.  
	· The action does not contain vague instructions that can be performed as written and accomplish a different result than desired

· If a CAP action describes a change to a procedure step, the action should contain the wording change required such that it can be verified to meet the action once complete.

· The action contains a description of the desired behaviors such that an observer can compare a seen behavior to the desired behavior.

	Action Oriented:  There are physical actions included, not just an end state.
	· Actions are written in “active voice”.
· The terms “Shall”, “Should”, and “May” are avoided whenever possible.
· The action contains specific details or task steps needed to carry out the action, when the performance of these steps is critical to success.

	Realistic:  The individual or organization responsible for completing an action or implementing an expectation must be capable of completing the task.  
	· The expectation or action does not make individuals responsible for things they have no control over (e.g. other individuals that do not report to them).
· Vague terms for broad responsibilities are voided (ALL personnel, etc.)

· The action is within the capability and responsibility of the target individuals, and they can be held accountable for complying with the action.

	Time Specific:  Actions need to have a specific time for completion 
	· The action timing is realistic compared to other activities in progress.
· The action timing is commensurate with the significance of the issue it resolves.


· Stop the Bleeding:  Are immediate and/or interim corrective actions sufficient to prevent recurrence of the event until CATPRs can be implemented?  Are other interim actions needed until the CATPRs can be put in place?

· Alignment:  Does the set of CATPRs directly address the set of root causes?

· Longevity:  Do the actions provide obvious recurrence control by the way they are written, or are explanations provided as to how & why recurrence control is achieved?
· Clarity and Precision:  Is each CATPR clearly worded such that the implementing group can implement it correctly without additional outside information, or clarification from another person?

· Practicality and Cost Effectiveness:  Can the CATPRs be implemented? Are they clearly under management control?  Are they the most cost effective option?

· Ownership and Accountability:  Have the responsible implementing groups agreed to the CATPRs?  Are the owners correct for the action to be taken?

· No Promises:  Is each CATPR worded for required completion (i.e. “generate”, “implement”, “revise”, or “perform”)?  Unacceptable wording includes such statements as “initiate actions to”, "design modification”, “evaluate”, “assess” and “perform study”, without a directly coupled action to complete the work.

· Staying Power:  Will the CATPRs be effective for the remaining life of the plant? “Providing training,” “sending notes”, and “having discussions” are generally not acceptable as CATPRs.
· Extent of Condition / Extent of Cause:  Do the corrective actions address the extent of condition and the scope of "similar" events that are expected to be prevented?  Are there CATPRS created for those Extent of Condition or Extent of Cause items where recurrence control is needed to prevent similar events in other departments, programs, processes or equipment?

· Timeliness:  Are the schedule dates for completion of CATPRs reasonable?
· Effectiveness Review:  Is there a specific action that lists the requirements for reviewing for effectiveness of the CATPRs?
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