ORGANIZATION LOGO
EMPLOYEE ACTION PLAN 

Name:

position:

UPDATED ON:

	OBJECTIVES
	EXPECTED RESULTS/OUTPUT
	ACTIONS TO BE CARRIED OUT
	PRIORITY 1/2/3*
	timeLINES
	WITH WHO?

	
	
	
	
	
	Supervisor
	Contributor(s)

	with reference to the objectives of the appraisal done/improvement plan if any)
Safeguarding objectives

Example: 

Attend awareness raising training(s) on Safeguarding and PSEA Policies): online or face-to-face
(This could be for all staff)
Make sure all staff under my supervision have access to Safeguarding and PSEA Policies in a language they understand, know the reporting procedures, the role they play, activities they could be involved in, they have completed mandatory courses, they have signed acknowledgement forms etc
 (This could be for staff working In managerial positions)


	
	
	
	
	
	


 *1: priority
2: important
3: desirable
	Comments : 




Action PLAN - mid-term evaluation
 (After the assessment interview, the individual action plan should be readjusted)
Date: 

	SPECIFIC OBJECTIVES
	RESULTS

T/P/N*
	EXPLANATIONS OF GAPS
	ACTIONS TO BE CARRIED OUT

	
	
	
	


* T: Total

P: Partial

N: Not at all 
	LINE-MANAGER’S GENERAL COMMENTS : 

EMPLOYEE’S GENERAL COMMENTS : 




EMPLOYEE’S SIGNATURE :

LINE-MANAGER’S SIGNATURE :



2

