Action Plan Paperwork Checklist for Line Managers 
	STAGE and ACTIVITY 
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Completed 
 
	 
Date 
 
	 
Notes 
 

	Informal stage – First Meeting 
	 
	[image: ] [image: ] 
 
	 
 
	 
 

	Policy given to individual and policy explained 
	 
	
	

	Review date set and individual informed 
	
	
	

	Summary letter given to individual after first informal meeting 
	
	
	

	 
Informal stage – During 4-week period (or timescale agreed) 
	 
	[image: ]  [image: ] 
 
	 
	
	 
	 
	 

	Collation of evidence to demonstrate achievement of targets, and/or examples of shortfalls in performance 
	
	
	

	Copies of notes given to individual following regular review meetings 
	
	
	

	Informal stage – Review Meeting 
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	If moving to Stage 1, invitation to Stage 1 formal letter 
	  
	
	

	Manager brings evidence of the first informal meeting with individual, (i.e. summary letter) confirming targets set, and what support will be provided to ensure achievement of competencies 
	
	
	

	Manager brings evidence that regular meetings have taken place with individual to review achievement of competencies during informal stage
	
	
	

	Manager brings evidence of any assessments / observations / feedback relating to achievement of competencies during informal review period
	
	
	

	Manager brings evidence of necessary training required to achieve competencies, where applicable
	
	
	

	Review date set
	
	
	

	Summary letter sent to individual to summarise Stage 1 meeting
	
	
	

	Stage 1 – During 4-week period 
	
	
	

	Collation of evidence to demonstrate achievement of targets, and/or examples of shortfalls in performance.
	
	
	

	Copies of notes given to individual following regular review meetings
	
	
	

	Stage 1 – Review Meeting
	
	
	

	Manager brings evidence that regular meetings have taken place with individual to review achievement of competencies during Stage 1.
	
	
	

	Manager brings evidence of any assessments / observations / feedback relating to achievement of competencies during Stage 1
	
	
	

	If competencies not met, agree to move to Stage 2 at this meeting, or agree a date to meet again.
	
	
	

	Summary letter of review meeting sent to individual, confirming either competencies for Stage 2, or confirmation of when stage 2 meeting will be held.

	 
	
	

	Stage 2 Formal Meeting  
	
	
	

	Manager brings evidence that regular meetings have taken place with individual to review achievement of competencies during stage 1.
	  
	
	

	Manager brings evidence of any assessments / observations / feedback relating achievement of competencies during Stage 1 review period.
	
	
	

	Manager brings evidence of necessary training required to achieve competencies, where applicable
	
	
	

	Review date set
	
	
	

	Summary letter sent to individual to summarise Stage 2 meeting.
	
	
	

	Stage 2 – During 4-week period
	
	
	

	Collation of evidence to demonstrate achievement of targets, and/or examples of shortfalls in performance.
	
	
	

	Copies of notes given to individual following regular review meetings

	
	
	

	Stage 2 – Review Meetings

	
	
	

	Manager brings evidence that regular meetings have taken place with individual to review achievement of competencies during Stage 2.
	
	
	

	Manager brings evidence of any assessments / observations / feedback relating to achievement of competencies during Stage 2
	
	
	

	Confirmation of options if competencies are not met – dismissal, transfer to another job, demotion
	
	
	

	Summary letter of review meeting sent to individual, confirming either competencies have been met, or confirmation of remaining performance concerns and when Stage 3 hearing will be held.
	
	
	

	Stage 3 – Dismissal Hearing
	
	
	

	Date for hearing set
	
	
	

	Hearing panel organised with the Employee Services team
	
	
	

	Case report created by Manager with support from Employee Services team to demonstrate that all stages of policy have been followed
	
	
	

	Invitation to hearing letter for individual
	
	
	

	Packs sent to panel
	
	
	

	After Hearing, letter sent to Panel confirming the outcome and any next steps as appropriate
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