Individual Development Plan
Name: ________________________________________________       Time Period Covered: ________________________________________________

	My development goals for the next year are:
	My goals have organizational and personal relevance because:
	Courses and learning activities I will pursue:
	Target dates for completion:
	Resources I will need:
	How and when I will measure progress:

	
	
	
	
	
	

	
	
	
	
	
	


Signature (Employee): ________________________________________     Signature (Supervisor): __________________________________ Date: ____________________

(Signatures indicate that both the employee and supervisor have discussed the IDP.  Both should keep a copy.)
Guidance for Completing Your Individual Development Plan (IDP)

IDP Field Descriptions:
· My development goals for the next year are– What skills do you want to develop in your current position?  What would help you to do a more effective job and help you feel more confident?  What new skills could you learn so you can grow in your position?  What are your strengths and your challenges?  Discuss these with your supervisor to get his/her thoughts.  Answers to these questions can help set your goals.   Some examples could be to learn more about effective supervision, computer skills, writing skills, public speaking skills.  Be as specific as possible.
· My goals have organizational and personal relevance because - How will reaching your goals help you in your job and help you personally?  Understanding this part may increase your motivation to achieve your goals and increase the support of your supervisor as you both understand the connection with your job and the goals of the organization.  For example, developing your public speaking skills may help you give more effective presentations you need to do your job and may also improve your self-confidence. 
· Courses and learning activities I will pursue – Research what is available and work with your supervisor about how to reach your goal.  Some options are classroom training, on-the-job training, finding a mentor or online learning.  For the example of public speaking, one option might be to join Toastmasters, an organization with group meetings to practice and get feedback on your public speaking skills.

· Target dates for completion – Determine a realistic target date but DO set a date.  If not, you may keep putting it off and never accomplish your goal. 
· Resources I will need – Think about what you will need and talk to your supervisor about the resources needed to accomplish your goals.  The resources may include financial support but it might also include time to attend a course or a recommendation of someone who could mentor you in your area of concern.

· How and when I will measure progress – Decide what determines success for your plan.  Is it the completion of a course with a passing grade?  Is it taking a course and applying it to your job?  Is it positive feedback from your supervisor after a successful presentation?  Discuss what success looks like to you and your supervisor.  Set some dates with your supervisor to meet and review your progress, and to modify if necessary.
Think about these questions ahead of time and then have a discussion with your supervisor.  During your performance appraisal or mid-year review is a good time.  Bring the IDP form with you and have some ideas.  Ask your supervisor for his/her input.  Be creative.  If money or time is an issue, what can you do to work around those issues?  Consider whether the time and money you invest in reaching your goals might provide a greater benefit to your office in the long run than not addressing your goals at all. 
After you and your supervisor have discussed the IDP and filled it in, both should sign the form and keep a copy.  This is a shared commitment and agreement.  
  Keep the following in mind when using an IDP:
· It is designed to be a roadmap to help you succeed in your job;
· It is a working document – it should change as time goes on and as needs and priorities change;
· If you don’t accomplish everything on your IDP it doesn’t mean you have failed – priorities and resources may have changed throughout the year.
· Creating an IDP supports a dialogue between the employee and the supervisor and supports performance goals. 

An IDP can be a great tool, benefiting the employee, the supervisor and the organization.
