To be completed and shared by the PE prior to the meeting:

	Details of Initial Concerns

	What are the concerns? (Use a separate row for each one)
	When and how did these concerns arise?
(Include specific occasions and evidence)
	How do these concerns relate to the NOS and / or CoPP? (Be specific about which NOS and which sections of the CoPP)

	
	
	

	
	
	


Nb. Add more rows as needed. 

To be completed by the tutor during and following the meeting:

	Initial Meeting information

	Date
	

	Location
	

	Attendees
	



	Brief notes of the discussion

	

	Are the concerns substantiated?
	Yes / Partially / No

	If yes or partially, do these concerns relate to:
	Suitability / capability / suitability and capability



	Initial Action Plan

	What does the student need to do? 
	By when?
	How will we know the concern has been addressed?

	
	
	

	
	
	

	
	
	

	
	
	


Nb. Add more rows as needed. 

To be completed by the relevant parties following the meeting:

	Additional comments

	(Optional) The student, PE, OSS, and tutor may add any additional comments here. 

	Student
	

	PE
	

	OSS
	

	Tutor
	



