Log for use at initial discussion, first formal interview, and second formal interview

STAGE …………………………………………					DATE........................................................................

· To be completed by the Manager with the member of staff and placed on the employee’s file.  Information to be considered in line with the guidelines highlighted in the Organisation’s Capability Policy
· 
	NAME                                           				                           JOB TITLE                                   					                                        NAME OF MANAGER	                                                                      JOB TITLE



	Details of discussion (Identify areas of poor performance and any underlying causes or reasons which are explored, this may include highlighting areas where training / development maybe required as well as offers of any further support)







Action Plan
	Objective - to achieve required improvement
	How this can be achieved
	Action to be taken by postholder
	Date undertaken
	Support to be provided/action to be taken by Manager
	Date undertaken
	Date achieved

	
	
	
	
	

	
	

	
	
	
	
	

	
	

	

	
	
	
	
	
	

	Date:                               Signed:                                                                                    (Manager)     
                                                                                                                                         (Employee)

	Review Period (as part of the discussions agree a review date and ensure the individual is informed that their work performance will be monitored – this period will need to be appropriate to the nature of the job and any re-training involved)







