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	OBJECTIVE
	ACTION TO BE TAKEN/ SUPPORT
	BY WHOM
	DATE
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	ISSUE
	OBJECTIVE
	ACTION TO BE TAKEN / SUPPORT
	BY WHOM
	DATE
	Progress to date

	example

1.  Risk Assessments and Awareness

Completion of appropriate risk assessments to be completed before visits to service users.
	1. Complete Risk Assessment before visits; discuss concerns or queries with Supervisor or other qualified professional Line manager/Mentor/ other.
	1.Evidence of risk assessment to be evidenced on file

2. in supervision raise any concerns or queries
	
	By [date] & ongoing

	Note  - objectives should be balanced between targets for the employee to achieve and support and actions for the Manager

The manager will then agree the expected performance standards with the employee and a time period in which an improvement in performance is expected to be achieved. This time period should be reasonable and realistic in the context of the nature of the problem and to allow for any necessary support to be put in place. Consideration should also be given to the impact of any planned annual leave, study leave and bank holidays to ensure there is sufficient time for the employee to improve their performance.


	Learning and Development  Activities
	To attend appropriate courses or undertake relevant study in order to support own development
	List of courses to consider together in supervision. 

A xxxx – learning and development programme, some courses are available online.
	
	
	

	
	
	Assign a mentor or ‘buddy’ in the team to support informally
	Manager
	Date
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Signature (Manager): ………………………………………………. 
Signature (Employee): ……………………………………….

Date: ……………………………….


                        Date: ……………………………….
Signature (Manager): ………………………………………………. 
Signature (Employee): ……………………………………….

Date: ……………………………….





Date: …………………………
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