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Goals And Action Plan
Most recent update: 8 July 2026
This document will be used to record my employment goals, actions and outcomes
	Participant name
	
	Support Officer name
	

	Who has supported me to create my goals?
	
	Date
	


	Short term goals  - examples given below – replace with participant’s own goals

	1
	Explore and identify industries or sectors that interest me

	2
	Identify skills and qualities I can offer an employer via VP and create a CV that reflects this

	3
	Develop skills that will enable me to job search, complete an application or attend an interview (with/without support)

	4
	Get a job and learn in-work tasks. Become independent in that role

	5
	

	6
	

	Long term goals - examples given below – replace with participant’s own goals

	7
	Ultimate dream job or industry - aspirations

	8
	Career development and possible qualifications

	9
	Social integration, feel I have a purpose, be part of team, feel well-respected and regarded as an essential worker

	10
	Earn money enabling me to…, help other people to…

	11
	

	12
	


Action Plan – what needs to be done
Full task guides: ESLearning\Employment Support Team\Supported Employment Service\Training and guidance for ESO\SES Process guides
	Before employment                                                            tick to mark complete
	In work support                                                                   tick to mark complete

	Referral form and sign-up documents completed 
	
	Risk assessment (essential for all participants, to be completed with employers and discussed with participant prior to employment start date)
	

	Baseline survey completed
	
	
	

	Better off in work calculation / DEA referral 
	
	Confirmation of employment: payslip or contract
	

	Contact consent reviewed every 3 months 
	
	Employer Feedback collected 
	

	Photo permission consent form completed
	
	Participant feedback collected (in-work)
	

	Participant feedback collected (pre-work) 
	
	Job coach reviews and PAT updated weekly
	

	Feedback to referrer
	
	A2W claims submitted monthly
	

	Reasonable adjustments discussed and recorded
	
	In-work review and fading plan shared
	

	Workplace job analysis/health and safety assessment
	
	Consent gained and case study written
	

	Access to work application/discussion-how this can support individual
	
	

	Partipicant reviews
	Actions
	Date review completed

	1 month review
	Pre-employment tasks (links below)
	

	3 month review
	In work or participant actively job seeking, attending interviews, ESO arranging work trials
	

	6 month review
	Participant actively job seeking, applications submitted each appt, ESO arranging work trials, weekly employer contact
	

	9 month review
	Begin preparing independent job seeking toolkit - CV, cover letters and interview preparation shared
	

	12 month review
	Independent job seeking toolkit implemented, participant exits SES
	

	Useful links for independent research tasks:
Career exploration			National Careers Service
Pre-employment advice and guidance 	Finding employment e-learning module
Interview skills				Skills and Employment interview guide 


Meeting review
	Participant name
	

	Support Officer name
	
	Date
	

	Meeting summary

	






	Job analysis

	Job details/link
	Essential qualifications and skills match: Yes/ No/Partial
	Physical demands match: Yes/No/
Partial
	Aspiration match:
Yes/No/
Partial
	If partial match, what support will be needed?
	Application submitted?
Yes/No

	



	
	
	
	
	

	



	
	
	
	
	

	



	
	
	
	
	



	Action required
	Person responsible
	Due date
	Intended outcome

	





	
	
	

	Details of next appointment
	


Meeting review
	Participant name
	

	Support Officer name
	
	Date
	

	Meeting summary

	






	Job analysis

	Job details/link
	Essential qualifications and skills match: Yes/ No/Partial
	Physical demands match: Yes/No/
Partial
	Aspiration match:
Yes/No/
Partial
	If partial match, what support will be needed?
	Application submitted?
Yes/No

	



	
	
	
	
	

	



	
	
	
	
	

	



	
	
	
	
	



	Action required
	Person responsible
	Due date
	Intended outcome

	





	
	
	

	Details of next appointment
	


Meeting review
	Participant name
	

	Support Officer name
	
	Date
	

	Meeting summary

	






	Job analysis

	Job details/link
	Essential qualifications and skills match: Yes/ No/Partial
	Physical demands match: Yes/No/
Partial
	Aspiration match:
Yes/No/
Partial
	If partial match, what support will be needed?
	Application submitted?
Yes/No

	



	
	
	
	
	

	



	
	
	
	
	

	



	
	
	
	
	



	Action required
	Person responsible
	Due date
	Intended outcome

	





	
	
	

	Details of next appointment
	


In-work Action Plan - created and shared with the employer
Main contacts
	Manager or supervisor
	
	Employer
	

	Job coach
	
	Job start date
	

	Meeting date
	
	Present at meeting
	

	Contract and payslip reviewed
	

	Summary of main points (Refer to feedback from employer and job coach where relevant)

	














	Action required
	Person responsible
	Due date
	Intended outcome

	





	
	
	

	Details of next appointment
	


Volunteering or Work Placement Action Plan - What do I want to achieve  from this volunteering activity?

	Who has supported me to create my goals?
	
	Date
	


	Short term goals

	1
	

	2
	

	3
	

	4
	

	5
	

	6
	

	Long term goals

	7
	

	8
	

	9
	

	10
	

	11
	

	12
	





Volunteering Action Plan - created and shared with the employer
Main contacts
	Manager or supervisor
	
	Employer
	

	Job coach
	
	Job start date
	

	Meeting date
	
	Present at meeting
	

	Summary of main points (Refer to feedback from employer and job coach where relevant)

	














	Action required
	Person responsible
	Due date
	Intended outcome

	





	
	
	

	Details of next appointment
	



[image: A black background with blue and green text

AI-generated content may be incorrect.][image: A close-up of a logo

AI-generated content may be incorrect.][image: A logo with green and orange leaves

AI-generated content may be incorrect.][image: A black and white logo

AI-generated content may be incorrect.][image: ]
image1.jpg
o020
/ Con.nect t;o Work W /—W CONNECTT0 WORK \
Cém Cheshire & Warrington Funded by UK Government




image2.png
Skills and
(\1 Employment
Service





image3.jpg
& Cheshire West
' and Chester





image4.png
Yy
I.”lll)

Cheshire Eas/@l\_g
Council?




image5.png
Borough Council




image6.png
UK Government




