Portfolio Item 5 Guidance

ACTION PLAN

A formal action plan meeting will take place if serious concerns arise during the course of the placement about a student’s ability, performance or suitability. Concerns can arise at any point in the placement & PE’s are required to provide clear evidence of this and follow procedure outlined below. In most cases before a formal action plan is considered the PE should have raised the concerns with the student & agreed a plan about how these will be resolved and a timescale. The PE should inform the PT of this and send them a copy of plan. If the concerns remain the process below for calling an action plan meeting will be followed; 
· The PE contacts the PT to outline ongoing or serious concerns about the student. The PE has raised the concerns with the student previously, agreed a plan to make any necessary changes but this has not worked. 
· If the concerns are about a serious one off incident (e.g. dangerous or discriminatory practice) the PE informs the student that they are informing the PT immediately. In such cases a previous plan will not have been agreed. 
· The PT arranges to come to the placement as soon as possible for an action plan meeting.    
· The action meeting takes place and the PT uses the proforma to log the concerns, how these will be resolved and timescales within the 20 day period.  

· The PT arranges to come and review the action plan on day 20 (NB: It may be that if the action plan takes place around the time of the midpoint and is successful then the rest of the meeting can be used as the midpoint). 

Any student subject to an action plan will complete the 20 days on the action plan and will then need to complete the rest of the required placement days following this, i.e. the student will complete an extra 20 days on placement. PT’s should note the new placement end date and any change to hand in dates for portfolio work at the action plan review meeting at the end of the 20 days. Students who have been subject to an action plan can still achieve a pass, merit or distinction for the placement. 

NB; The PE/placement agency does retain the right to terminate a student’s placement at any time if the student has done something extremely serious such as putting service users, colleagues or them self in danger. However in this event the PT must call a termination meeting for the placement and note the concerns and evidence.  It may be that in such a situation the PT is able to turn this into an action plan meeting for the concerns to be worked upon and potentially resolved. 
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	Action Plan – if an action plan is necessary the timescale for this to be reviewed should be no longer than 20 days in line with procedures in terms of disputes, termination and misconduct (pgs 14 – 21)

	· What are the specific concerns? Please detail.
· What action needs to be taken to resolve these concerns? Please detail and apply clear timescales (within the 20 day period) to each point.
· Please detail how and when this action plan will be reviewed.
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