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Guidance on How to Write an Improvement Action Plan

Considerations
Performance objectives must be linked to the employee’s job role and should contribute to the overall team or organisational objectives. They should be mutually agreed and can be expressed as key performance indicators, ongoing quality standards, or tasks to be completed within a specific timeframe. They may refer to specific job-related tasks or skills, or soft skills, such as behaviours, leadership, or professionalism.
Always try to ensure that objectives are ‘SMART’, i.e. that they are Specific, Measurable, Achievable, Relevant and Time-based. 

Improvement Action Plan

Area for Improvement: 
This should define the specific area(s) in which an improvement in performance is required.

Required Level of Performance: 
Give specific details of the standard of performance required. Ideally this should refer to the job description of the post. It is important to be specific about the standard or level of proficiency, so the post-holder is clear about what is expected of them. 

Identified Gap: 
Cite clear and specific examples of where the required standard has not been met. It is important for the post-holder to understand where their performance has fallen short of expectations.

Agreed Actions: 
Detail any specific actions required to support achievement of the required improvement in performance. This can include any formal or formal training that needs to be undertaken, any additional supervision or any specific activities the individual should undertake. To complete this section the manager and employee should also discuss what potential barriers there might be to achieving an improvement in performance and detail what can be put in place to overcome these.

Support Required: 
In all cases the line manager or supervisor should provide support to the individual. This section should also detail who will provide the support for each agreed action, where appropriate. It could be that support is required from colleagues, or other departments.

Timescale: 
Detail a realistic timeframe in which each agreed action should take place. For example: a training course may be dependent on when this course is run; shadowing a colleague may depend on their availability etc



Progress Monitoring Review Dates: 
Monitoring meetings to be arranged at mutually agreeable points within the total review period to ensure full support is available for the colleague to achieve each action during the agreed review period. You should include how often you are going to undertake the Monitoring Meetings. 

How Improvement will be Measured: 
An objective way of assessing performance in the area(s) for improvement should be agreed between manager and staff member to determine whether satisfactory improvement has been made or not. 

Date to Achieve Required Level of Performance:
This is the date by which all actions in the improvement plan should have taken place, allowing reasonable time for the improvement in performance to be made and measured. This is normally 4 weeks to 3 months depending on factors such as the type of action, the support measures in place, and the frequency of opportunity to demonstrate improvement in the identified action.

Improvement Action Plan Review

Review Date: 
This should be reflective of the date detailed in the Improvement Action Plan, the achievement of each area of improvement should be reviewed individually.

Outcome / Evaluation
Progress should be regularly monitored throughout the duration of the improvement action plan.  Outcomes should reflect whether the post-holder has met, partially met, or not met the required level of performance agreed in the plan, and assess the effectiveness of the plan

Agreed Actions
If the post-holder has not met, or only partially met, the required level of performance for one or more of the areas for improvement a decision must be made as to whether to review extend the timescales, or to progress the management of the performance concerns to the next stage. 
This will be documented on the colleagues personal file, and matter will be considered closed when all objectives are met. 
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