Written Action Plan – Instructions
Use of a Written Action Plan:

The written action plan is designed to provide structured, written feedback to an employee for achieving successful performance.  A written action plan should identify each performance problem, the actions necessary to correct the problem(s), and the time frames within which the problem(s) must be corrected.  

Contact your HRC for guidance.
This process and form are appropriate for: 

Classified non-union staff, and employees covered by the following contracts:

SEIU Local 925 Non-Supervisory

SEIU Local 925 Supervisory 

SEIU Local 925Research Tech

SEIU Local 925Research Tech Supervisory

SEIU Local 925 Medical Tech

WFSE Master

1199 RN

WSNA

Content of a Written Action Plan
(1.)
Performance problem(s)

(2.)
Performance expectation(s)
(3.)
Action to take to meet expectation(s)

(4.) Time frame

Example:

Formal Counseling Action Plan - EXAMPLE
	(1.) Performance Problem
	(2.) Performance Expectation
	(3.) Action to be Taken
	(4.) Time Frame

	1.
Rudeness to clients

2. Program filing not up to date or well organized. Required materials cannot be located because filing is not done in a timely manner and because filing system is not organized.

3. Correspondence with errors is being sent out.
	1. Be courteous to all customers.

2. Program filing system will be well organized and will have a file index to facilitate locating materials. Program filing will be completed weekly. Material to be filed will be kept in one place. 

3. Correspondence will be error free.
	1.
Ask all customers how you can assist them while using a helpful tone of voice.

2.
Attend OD&T class in file system organization. Within one week of completion of class, develop plan for improving filing system and timetable for implementation.

3.
Proofread and use the spell check function prior to sending out correspondence.

	1.
Immediately

2.
Register for filing class when next offered.

Within one month of completion of class, filing system will be reorganized according to the approved plan.

3.
Immediately


Written Action Plan (xx/xx/xx)

	Performance/Behavior Problem
	Performance Expectation
	Action to be Taken
	Time Frame

	1.

2. 

3. 

4. 


	
	
	


