Appendix 3: Action Plan
	Area of Support
	Action
	Measurement 
	Timeframe

	Evaluation of Job Description
	Matt must fully read and understand the job requirements and expectations. 
	Once Matt has read the job requirements, he must contact the coordinator if he does not fully understand any components of the job description or his expectation. Matt must sign off to confirm that he understands his responsibilities and expectations
	Monday 5th of May, 2014

	
	Matt will have a briefing session with the coordinator to discuss duties of the job and expectations required of him. 
	Matt will sit down with the coordinator to discuss the duties of the jobs and expectations required of him including his duty of care and obligations to the code of conduct.
	Wednesday 7th May, 2014

	Anti-Bullying Policies and Legislation
	Matt must fully read and understand the organisations anti workplace bullying policy, anti-bullying guidelines of the Fair Work Commission), equal employment opportunity policy, Commonwealth Anti-Discrimination Legislation and Work Health Safety Legislation.
	If Matt does not fully understand any component of the legislation once he reads them, he is responsible to seek clarification from the coordinator. 
	Friday 9th May, 2014.

	
	Matt must educate peers and staff about the complaints procedures, the grievance processes and how to report improper behaviour.
	Matt must conduct a team meeting providing training for staff and peers to discuss the complaints procedures, the grievance processes and how to report improper behaviour. This will be noted in the minutes of the meeting.
	Next Group Meeting Last Thursday of Every Month 29th May 2014.

	Alcohol In the Workplace
	Matt is required to have a health assessment from a local General Practitioner (GP).
	Matt is expected to attain a doctor’s certificate that provides a statement of his functional capacity to work.
	Wednesday 30th April, 2014.

	
	Matt must fully read and understand the drug and alcohol policy and the Work Health and Safety Guidelines associated drinking alcohol in the workplace.
	Once Matt reads the drug and alcohol policy and the work health and safety guidelines, he is responsible to seek clarification from the coordinator if he does not fully understand any aspects of the policy.
	Monday 5th of May, 2014

	
	Matt must attend EAP Counselling to assess the alcohol problem, help devise a strategy to confront the problem and provide advice on how to address the problems.
	Matt will visit the EAP counsellor every Tuesday and Friday (2 times a week) for 20 minutes for a period of 3 weeks up till the first disciplinary meeting. If the EAP counsellor decides that there has not been adequate improvement, then the process will continue occur for another 3 weeks for another assessment. If there is still no improvement after this official warning, then another 3 week period is initiated. After this 3 week period termination will occur if there is still no improvement. The EAP counsellor will work with the coordinator to analyse the problem and whether or not treatment is required.
	Tuesday 1st May 2014, Friday 4th of May 2014, Tuesday 9th May 2014, Friday 11th May 2014, Tuesday 16th May 2014, Friday 18th May 2014, Meeting Monday 21st May for reassessment of the situation.

	
	Matt must educate his peers and staff about drinking alcohol in the workplace.
	Matt will conduct a team meeting where he will provide a training session to both staff and peers about the health and safety risks of drinking alcohol in the workplace as well as the duty of care he has towards to himself, co-workers and clients. This will be noted in the minutes of the meeting
	Next Group Meeting Last Thursday of Every Month 29th May 2014

	Code of Conduct 
	Matt must fully read and understand the code of conduct policy.
	If Matt does not fully understand any component of the code of conduct after reading the legislation, it is Matt’s responsibility to seek clarification from the coordinator.
	Monday 11th May, 2014.

	
	Matt must educate his peers and staff about the code of conduct.
	Matt will conduct a team meeting where he will provide a training session to both staff and peers about the legislative guidelines and standards of personal and professional behaviour expected from employees at Ability Foundation within the code of conduct. This will be noted in the minutes of the meeting.
	Next Group Meeting Last Thursday of Every Month 29th May 2014.

	Mission Statement and Values
	Matt must full read and understand the mission statements and values of Ability Foundation.
	Once Matt reads the missions statements and values, Matt has the responsibility to seek clarification from his coordinator if he does not fully understand any component of the mission or values of the organisation.
	Wednesday 13th May, 2014.



