Meeting Timetable Based on Yearly Cycle

Monitoring a Trainee’s Progress: First Year of Training

	Purpose of Meeting
	Who 
	When
	Supporting Documents

	Introduction to Skills Audit
, Work Plans and Learning and Development Plans (includes placements) / Support
	-Clinical Leader 

-Trainee
	Introduction to process prior to meeting with Line Manager
	- Work Plan

-Learning and Development Plan (includes clinical placements)

	Work Plan Meeting to set goals for next 12 months
	-Line Manager 

-Trainee
	At start of employment
	-Work Plan

-Learning and Development Plan 

	1st Quarterly Review meeting to assess progress and plan for next three months
	-Line Manager

-Trainee
	At end of first three months
	-1st Quarterly Work Plan

-2nd Quarterly Work Plan

- Activity reports

	1st Quarterly Review meeting to provide advice and support
	-Clinical Leader 

-Trainee
	Following the meeting with Line Manager
	-1st Quarterly Work Plan

-2nd Quarterly Work Plan

- Activity reports

	2nd Quarterly Review meeting to assess progress and plan for next three months
	-Line Manager

-Trainee
	At end of second  three months
	-2nd Quarterly Work Plan

-3rd Quarterly Work Plan - Activity reports


	2nd Quarterly Review meeting to provide advice and support
	-Clinical Leader AMH

-Trainee
	Following the meeting with Line Manager
	-2nd Quarterly Work Plan

-3rd Quarterly Work Plan

- Activity reports

	3rd Quarterly Review meeting to assess progress and plan for next three months
	-Line Manager

-Trainee
	At end of third three months
	-3rd  Quarterly Work Plan

-4th Quarterly Work Plan

- Activity reports

	3rd  Quarterly Review meeting to provide advice and support
	-Clinical Leader 

-Trainee
	Following the meeting with Line Manager
	-3rd Quarterly Work Plan

-4th Quarterly Work Plan

- Activity reports



	4th Quarterly Review meeting to assess progress, undertake performance appraisal and plan for next 12 month period
	-Line Manager

-Trainee
	At end 4th three months/end of year and beginning of  new cycle
	-4th Quarterly Work Plan

- Activity reports

--Learning and Development Plan 

-Performance Appraisal forms

	4th Quarterly Review meeting to provide advice and support


	-Clinical Leader 

-Trainee
	Following the meeting with Line Manager
	-4th Quarterly Work Plan

- Activity reports

-Learning and Development Plan 

-Performance Appraisal forms

	Annual  Progress Review to discuss academic and work progress
	-Line Manager

-Clinical Leader 

-Trainee
	At end of academic year
	-Employee Work Plan

-Learning and Development Plan 


� A skills audit needs to precede the development of the learning and development plan and work plans. Note: The Trainee will be meeting regularly as negotiated with the Clinical Supervisor to ensure that the Trainee is meeting goals, targets and competencies. Monthly reports could be used to document progress and support quarterly work plan. Adapted from the ‘Meeting Timetable’ in Watson C and Harrison N (2006). Aboriginal Mental Health Worker Training Program Manual, CRCAH, Darwin, page 34. 











