FORMAT for an individual development plan
Date:


Employee Name:



Supervisor or 

Development Partner:


Title:




Purpose
Measures

Actions
Due Dates

1.

2.

3.

4.

Support

Follow-Up
Guidelines 

title
· What is the specific skill or competency you wish to develop?  Give your plan a brief title – three to five words – that will serve as the “headline” for your plan. 
Purpose
· By completing this development plan, what knowledge, skills, or abilities do you hope to enhance? 

· What agency needs will you be better positioned to make a contribution toward satisfying?

· What career goals will this plan help you achieve?

measures
· How will you know if development has actually occurred?  What behavior will change?  What will you be able to do that you couldn’t do before? 

· How will you, or others, be able to tell if your behavior has changed in the desired direction?

· How will you measure and document the change?  How often will you take the measure of your progress? 

actions and due dates
· What activities will you undertake to produce the desired change in your behavior? 

· What are the best ways you can “do your homework” and learn about the ideas, principles, concepts, techniques, methods, tricks, and bodies of knowledge related to your development need?

· After you have done your homework:  What are the most relevant ideas you have learned that you can apply to your development situation?

· How can you try out the most relevant ideas in a safe environment?

· How can you deliberately apply these ideas in your day-to-day work or in special projects or assignments?

· What are your deadlines for beginning or completing each of these activities?

support
· How can your supervisor and others support you in your efforts to change?

· What special resources will you need in order to properly implement your development plan?  Do you need funding or to be given special assignments or responsibilities?

follow-up
· With whom can you meet periodically to review your progress with your development plan?  When will you meet?
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