Informal Improvement Plan Checklist
	Name of Employee:
	
	Date of meeting:
	

	Line Manager holding the meeting:
	



	Summary of dates of absences and reasons for absences which have led to Informal Improvement Plan:











	Questions / discussion points
	Response from Employee

	Reasons for absence and support 

	Looking at the last 6 -12 months, what have been the reasons for absence, and are there any patterns, links or common causes?
	





	The plan over the next 6 months is to:
· Have no more than 1 period of absence

This is in order to return to being a regular attender. Are there any reasons at work or at home that will stop you achieving this?

	

	Is there a need for an Occupational Health referral?
	




	Discuss other ways to manage absence, i.e. unpaid leave, study time, parental leave etc.

	

	Discuss changing terms and conditions of employment, reduce hours, reduce workload, capability and nature of work.

	




	Is there anything else we need to be aware of?
	





	Reporting of absence and documentation 

	Remind employee if they need to provide a self-certificate to cover days 1 – 7 of absence and a GP note on the 8th day of absence

	

	Policy and the next stages

	Explain that if the employee has less than 2 absences within 6 months, then they return to being a regular attender.    
	(tick if done)

	Explain that an employee will move to Stage 1 Formal if they have 2 absences or more within 6 months 
	(tick if done)



	Any other comments / issues / actions







Signed by Line Manager:

Signed by Employee:

Date: 
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