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How to complete a Support Plan

Completing the Support Plan helps employees improve attendance or return to work by allowing managers to identify needs, implement tailored interventions, and track progress. This collaborative process addresses barriers and promotes a supportive environment for ongoing wellbeing.  A clear Support Plan sets expectations, reduces misunderstandings, and shows commitment to employee health and success.

When developing the Support Plan, discuss with the employee what their needs are, and any factors impacting their return or attendance. Determine practical steps and set clear, achievable goals with the employee involved in the process. 

Record mutually agreed adjustments and measures, any actions that are required, including timelines and scheduled review dates, and ensuring everyone is aware of their responsibilities. Regularly follow up to assess progress and revise the plan as needed to reflect changing circumstances, ensuring strong support and prioritising the employee’s wellbeing throughout the process.

Key Resources

Here are some of the key resources to help you when completing the support plan. Managers are encouraged to use or signpost to these resources proactively to ensure that returning employees feel supported and valued, and to address any potential barriers to a successful return to work.

	Service/Support
	Description
	Type of Support

	Managers Health and Wellbeing Toolkit
	This toolkit covers mental health, physical wellbeing, and best practices for reintegrating staff after absence. It provides guidance on supportive conversations to help managers address sensitive topics empathetically and promote an inclusive workplace.
The toolkit includes templates and checklists for return-to-work meetings, as well as links to internal and external resources such as occupational health referrals, employee assistance programs, and specialist helplines.

	
All

	Able Futures
	Have more positive days by providing support, advice, and guidance from qualified mental health professionals.
	Mental Health & Wellbeing

	Bereavement, Grief and Loss Support
	Help with coping with the intense emotions and practical challenges following a loss, offering services like counselling, peer support, and helplines to navigate the process of adapting to life after a loss.
	Mental Health & Wellbeing

	Drug and Alcohol Support 

	Find advice, information, links to services providing harm reduction interventions and recovery planning.
	Substance Misuse

	Stress Risk Assessments

	A stress risk assessment is a structured process that helps identify potential sources of stress in the workplace, evaluates the risks they pose to employees' health and wellbeing, and determines appropriate measures to manage or reduce these risks. It involves consulting with staff, reviewing work practices, and implementing strategies to create a supportive and healthy working environment.

	Mental Health & Wellbeing

	
Employee Assistance Programme (Counselling)


	Impartial, confidential advice from qualified counsellors for many different issues.
	Mental Health & Wellbeing

	Mediation in the Workplace
	Internal mediation service to help resolve workplace conflict and improve relationships.
	Workplace Conflict

	Men’s Health
	Topics relating to men's health and wellbeing from Andropause, Mental Health right through to the physical and social aspects of wellbeing including signposting to support organisations specifically for men.
	Men’s Health and Wellbeing

	Menopause
	Help for everyone going through or supporting others with the menopause including links to employee peer support groups, training and external professionals to guide and assist the journey.
	Women’s Health and Wellbeing

	Occupational Health
	Preventing work-related ill-health and injuries, supporting employees with health conditions to remain in work, and ensuring workplaces are safe and conducive to good health.
	General

	Reasonable Adjustment Passports
	To facilitate constructive conversations between employees and their managers and to ensure that necessary support is provided, creating a consistent record that can be passed on if the employee changes roles or managers, reducing the need to repeatedly negotiate adjustments.
	Health and Wellbeing

	Returning to Work Anxiety
	Tools and services to support employees returning to work after periods of absence.
	Mental Health & Wellbeing

	Supporting Colleagues after Traumatic Events
	Promoting their immediate and long-term psychological well-being and recovery by providing comfort, reassurance, practical help, and a sense of safety and belonging within the workplace.
	Mental Health & Wellbeing

	Wellness Action Plans
	A personalised, practical tool to proactively support individual mental health and wellbeing at work, helping individuals identify triggers and warning signs of stress or poor mental health and communicate their needs for support to managers.
	Mental Health & Wellbeing



In addition to the above supports, there are several other ways to help employees return to or remain in work following periods of absence. Reasonable adjustments and alternative temporary duties play a key role in supporting individuals during this transition. For example, a phased return to work enables employees to gradually increase their working hours or responsibilities over a set period, allowing them to readjust at a manageable pace.

All support measures should be discussed and agreed with the employee, ensuring they are tailored to their individual circumstances and needs.

	Support Measure
	Description

	Reasonable adjustments
	Key role in supporting individuals during transition back to work

	Alternative temporary duties
	Support individuals during transition

	Phased return to work
	Gradually increase working hours or responsibilities over a set period

	Important Dates and Required Support 

	Documenting key dates for an employee’s support needs, such as counselling sessions or medical appointments, helps to coordinate and agree on arrangements in advance, supporting their attendance and wellbeing.  


	Change of location
	Option to work from a different site or office, providing a quieter or more accessible environment

	Flexible working
	Adjusting working hours or patterns, such as part-time work, staggered start and finish times, or compressed hours

	DSE assessment
	Ergonomic assessment of workstation, providing necessary equipment or adjustments

	Counselling
	Access to professional counselling services, Employee Assistance Programme or external support

	Buddy system
	Assigning a colleague as a ‘buddy’ or mentor to support reintegration and guidance

	Temporary adjustments to duties
	Modifying tasks or responsibilities, reducing workload or reallocating duties

	Authorising time off for medical appointments
	Allowing flexibility to attend medical or therapeutic appointments

	Support with travel arrangements
	Assistance or adjustments to manage commute, such as flexible start times or access to parking

	Discussion and agreement
	All support measures should be discussed and agreed with the employee, tailored to individual circumstances and needs





Training on ACC Learn to Support Wellbeing in the Workplace:
Alcohol and Drugs in the Workplace
Ask, Tell - Save A Life: Every Life Matters
Domestic Abuse Awareness
Domestic Abuse Awareness Raising Tool
Dying Matters & Grief Kind
Emotional Accountability
Living with Endometriosis
Managing ADHD at Work
Men's Health
Menopause Awareness
Mental Health Anti-Stigma and Discrimination
Mental Health Awareness Tools for Managers - virtual
Mental Health First Aid (2 day course) – face to face
Mental Health First Aid Refresher
Toxic Positivity
Understanding Sleep
