Individual Development Plan - Example 1
[image: image1.png]Personal Information

Employee Name:

Direct Manager:

Title:

Position Grade: Length of Time in Current Position:

Branch/Department Name:

Employee Number: Length of Time at xx:

Career Objectives

To Be Completed by Employee

What are your career objectives over the coming year!
Continue in my current position
Or

Pursue another position and/or functional area

Please provide details

What are your career objectives over the next three to five
years!

Continue in my current position
Or

Pursue another position and/or functional area

Please provide details

What would you see as your next possible assignment(s) to broaden your skills to help you achieve your above-noted

career objectives!

To Be Completed by Employee’s Manager

Please comment on employee’s stated career objectives over the
coming year.

Please comment on employee’s stated career objectives over the
next three to five years.





[image: image2.png]To be completed Jolintly by employee and manager
What strengths do you bring to your job?

“Director Level and above refer to 3D results.
What skills/kknowledge/behaviors do you need to develop to maximize your success?

a) For you to become/remain fully competent in your current role?

b) For you to prepare for your next possible position?

“Director Level and above refer to 3D re:

DEVELOPMENT ACTION PLAN: Include an action step to leverage and further utilize your identified strength (e.g. coaching others,
participation in special project teams etc.) as well as steps for the identified skills/knowledge/behaviors for your current and next possible
position.

To be completed Jointly by employee and manager

Skill/Knowledge/Behavior Action Steps Metric Target
Identified above How will you further develop these How will you measure your progress? Completion
skills/knowledge/behaviors? Date

AGREEMENT TO IMPLEMENT AND SUPPORT THE DEVELOPMENT ACTION PLAN:

Employee’s Signature Coach/Direct Manager Signature Date




Individual Development Plan - Example 2

[image: image3.png]Energy Company B Development Agreement Worksheet

Name

Employee No

Company Depariment

Location

Development Agreement Use SMART model (Specific,
Measurable, Achievable, Relevant, Time limited)

Consider: Consider:

What skills, behaviors do | need to perform my job with What will | do?

excellence? How will | accomplish my goal?

What do | need to lea or do differently? What types of activities wil | engage in or actions
What does success look like? will | take?

How will this personally help me to leam and grow? When will | complete the action or activty?

How will developing these skills and behaviors impact business What resources will | need?

results?

How will | measure my progress?

When will | achieve my goal?

(Include Metrics and Timing

Behavioral Competencies Leadership Development

Supervisor Comments:

Employee Comments:

Consider:

How have | demonstrated leared knowledge,
skills?

What have | started or stopped doing?

How has this leaming contributed to business
results?

Did | achieve my goal as stated and on time?
What else s required o bring me to the desired
skilllevel?

What obstacles occurred that kept me from
achieving my goal or applying leamed skill>

(Include Metrics and Timing

Career Development





[image: image4.png]Worksheet Guidelines - This worksheet can be used to consolidate all your development agreements, activities and results. Your business unit or department may have their own
specific template, such as the Learning Action Plan (LAP).

Employees should complete this worksheet with Supervisor guidance and input. New employees may receive a copy of this worksheet from their supervisor as a plan to assist
them in learning their new job.

Consider using these guidelines to document your development action plan. You may choose to finalize your plan during your initial PMP session with your supervisor and then revie
and update it during subsequent PMP sessions and after learning activities. For PMP purposes, you can transfer agreements that are focused on improving skills or effectiveness in
your current job from this worksheet or attach a copy of this worksheet to your PMP form.

I. Development Agreements (Document one or more development agreements using SMART model (Specific, Measurable, Achievable, Relevant, Time limited)

Identify and Assess your Development Needs: Your development agreements may focus on maintaining and enhancing current skill and behavioral levels to help you accomplish
your Performance Agreements, preparing you for future assignments or broadening your general knowledge of the business. Your development agreement must include actions fron
feedback processes in which you participate, such as Dynamic Leader 360-degree, 270-degree, or Leadership Accountability Process. You may also have other sources to conside
for input, such as, behavioral competencies, supervisor and customer feedback, career-related goals or a combination of these sources that indicate the same development need
Identify areas where development opportunities exist and assess your current level of effectiveness and efficiency. Select the key areas where you want to focus your learning and
identify the results or benefits expected

Il. Actions

Identify actions and implement your Development Action Plan: There are many types of activities to consider that can help you obtain the expected knowledge, skill or behavior
Some examples include: observing a master performer, learning a new skill, going on a customer visit, attending a meeting or conference, interviewing a particular person, reading a
book, taking a class, taking on a new role. Be creative yet realistic. Estimate the associated resources, costs and when you expect to complete each entry of your plan.

lll. Results
Evaluate and share the results of your learning: After a learning activity, compare the benefits you actually obtained from the learning to the benefits you initially identified. Share
your findings with your supervisor. Answering the questions outlined in this section may help you pinpoint the results of your action plan and assist in making adjustments, if needed

IV. Comments
Summarize your experiences and lessons learned as a result of your learning: Both employee and supervisor write any comments you want to make based upon your
experiences, lessons learned, and potential next steps.

Resources
To assess if there are gaps between your performance and your performance goals, consider using the “DCOM" Model.
To find skills training, visit the Virtual Learning Connection
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