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Resourcing and Talent
GuidanceKey Tips for the Probation Action Plan





1. The Action Plan should be used for capturing areas of development and training that are required for the role, and/or an area of interest or knowledge gap raised by the employee. 

2. Try and balance the Action Plan with development areas and areas of interest. 

3. Use SMART targets where possible – you don’t have to write a lot on the Action Plan, but clear information and tangible outcomes are important. 

Specific 
Measurable 
Achievable
Relevant 
Time-bound 

Example:

Specific
· Who: Newly appointed Watch Manager
· What: Lead and deliver a minimum of four station‑based “live incident debrief” sessions
· Where: Own watch’s fire station

Measurable
· Four debrief sessions successfully scheduled and recorded.

Attainable
· The required data (incidents, attendance, outcomes) is readily available via station logs and watch records.

Relevant
· Supports leadership skills, communication, incident learning, and aligns with strategic priorities of "improve the safety and effectiveness of our firefighters"

Time‑bound
· To be completed within the first three months post-appointment.


4. Don’t put too much on the Action Plan – too many actions to complete can overwhelm a new employee who is already taking in a lot of new information. 

5. The Action Plan should be a collaborative piece; managers should not use it to send an employee away to complete work alone, they must confirm the support they will provide to meet the area of development required. 

6. The minimum timescale for completion should be the next probation meeting, however the Action Plan can (and should) be discussed at 121s etc. throughout the probation period. 

7. Where an employee has not met an action on the plan by the timescale, or where they are having issues to meet the action/development area, this must be captured as soon as possible.  
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