INDIVIDUAL DEVELOPMENT PLAN – JOB AID

An Individual Development Plan (IDP) is a tool used in partnership with your manager, to
enhance your professional growth by:
•

Identifying and plotting a plan for your career and professional development;

•

Establishing goals for career and professional development that will enhance
performance; and

•

Identifying your strengths, talents, and passions and planning ways to use them on the
job.

As a part of your IDP, you should identify your career and professional goals, determine what
expectations, skills, and behaviors will help you achieve those goals, and then create a plan of
action to accomplish those goals. You should work with your manager to identify those goals
that will have the greatest impact both in the short term and long term, for both you and the
University. In this way, you and the University can succeed together. This job aid explains your
role in creating and directing your career and professional development and provides you with
tools to create and launch your Individual Development Plan. Supervisors will consider how well
you accomplish career and professional development goals when evaluating the Job Knowledge Critical
Performance Element.
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GETTING STARTED – A STEP-BY-STEP GUIDE TO THE
INDIVIDUAL DEVELOPMENT PROCESS
1. IDENTIFY Your Professional Goals
•
•
•
•
•
•

What motivates and energizes you at work?
What kinds of opportunities do you want in the future?
What opportunities exist in your current role that will help you develop and grow?
Where do your motivations and the needs of the University strongly align?
What do you want to learn, or prepare for?
Note your goals and motivations on the IDP Form.

2. DETERMINE Your Talents/Strengths and Development Opportunities
• What are your talents/strengths?
• What are your passions; what do you love doing?
• What area(s) need improvement and/or what new areas would you like to learn?
• Review your recent and past performance reviews along with any performance-related
feedback you have received from your supervisor(s), co-workers, and others; consider any
self-assessments you have taken and think about whether they are consistent with your
assessment of your talents, strengths, and development needs?

3. PLAN Your Focused IDP Objectives and Action Steps
•
•
•
•
•

Considering your current career situation and future goals, where should you focus your
development?
Will your IDP include building capabilities, preparing for new opportunities, or both?
Which of your strengths/talents will you use more often or expand?
What development opportunities are important for you to focus on?
Note your ideas for development activities on the IDP Form.

4. MEET With Your Manager
•
•

•
•
•
•

Schedule a meeting with your manager to discuss your draft IDP.
You should be prepared to lead this discussion since it is YOUR career and professional
development that is being discussed.
Prepare by reading through the “Meet With Your Manager” section of this guide.
Bring the notes you created in Step 3 to the meeting.
Use the “How to Conduct an IDP Meeting With Your Manager” steps to lead the discussion
Meet with your manager to discuss and refine your individual development plan.

5. ACT On Your Plan
• Complete an IDP form to finalize your plan and give a copy to your manager.
• Plan and incorporate your IDP deadlines into your calendar.
• Partner with your manager to make the plan work.
• Schedule quarterly follow-up meetings (or more often if needed) to check on your progress.
• Act on the plan and assume ownership.
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MEET WITH YOUR MANAGER
The Individual Development Plan (IDP) reflects a partnership, a joint effort by the employee and the
manager to address career and professional development and continuous learning. In this meeting, the
employee and manager should discuss the employee’s career aspirations; their proposed plan to enhance
career and professional development and job performance; and how the plan will indeed enhance
performance. The result of this discussion should be a refined IDP with goals and activities spelled out
that will allow the employee to grow in directions of interest, while contributing to the needs of the
University. Together, the employee and manager create a plan the employee can act on and the manager
can support.
The process for getting ready and having the meeting is described below.

Employee Role

Manager Role

Prepare for the Meeting
§

§
§

§

Think about what skills are needed for your
current work and future positions, along
with your interests and the University’s
needs.
Make notes on the IDP form and bring to
your meeting.
Prepare to lead the discussion – this is your
development plan.
Use the meeting steps in the next section

to plan and stay on track during the
meeting.

Prepare for the Meeting
§
§
§
§
§

Meet
§
§

§

Your role is to provide an overview of your
thoughts for each section of the IDP and
share how you arrived at your ideas.
Invite your manager to share his or her
perspective as you move through each
section and come to agreement about what
will be incorporated into the plan.
Set a time to get the refined IDP back to
your manager and calendar a time for your
first check-in.

Meet
§

§
§

Review the employee’s most recent
performance appraisal and goals.
Think about resources and opportunities
that might provide development for your
employee.
Think about how your employee’s talents
and strengths can be best maximized.
Make notes on the IDP form and bring to
your meeting.
Your employee will use the meeting steps
in the next section to walk you through
their ideas and goals for professional
development.
Your role is to help the employee think
through the plan based on what you know
about the department’s direction and goals,
the University’s goals, and the employee’s
skills.
Make sure you are clear about what will be
included in the refined IDP, and how you
will support it.
Calendar the first check-in when your
employee will meet with you to check
progress.
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HOW TO CONDUCT AN INDVIDUAL DEVELOPMENT PLAN MEETING
WITH YOUR MANAGER
1. State the purpose and process for the Individual Development Plan (IDP) discussion. “I
would like to talk about ideas for my development and get your feedback so that we can
agree on some next steps.”
2. Give your manager an overview of your IDP form and share how you arrived at your
conclusions.
3. Ask and Listen – Invite your manager to share his or her perspective on the IDP and
listen carefully to understand his or her perspective and reactions.
4. Decide with your manager which ideas to incorporate into your plan, and agree upon a
due date for the finalized IDP plan.
5. Thank your manager for his or her support and set a time during the next quarter when
you will meet to check your progress.

ACT ON YOUR PLAN
Employee Role – Follow-up on the plan
•

Send your supervisor a copy of the finalized plan.

•

Act on the plan. Implement the plan – this is your career, your future, and only
you can take the steps required to develop and grow your skills and capabilities.

•

Hold your scheduled meetings with your manager to track progress and make
adjustments as necessary.

Manager Role – Follow-up on the plan
•

Help your employee secure resources or opportunities to accomplish their goals
(training, new assignments, people to contact, etc.)

•

Check in informally on a regular basis to find out how much progress has been
made.

•

Hold scheduled meetings with your employee to track progress and coach as
necessary.
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INDIVIDUAL DEVELOPMENT PLAN ACTIVITES
“Short List” of Potential Development Activities:
1. Present at or lead a meeting(s) you do not normally run.
2. Take on a significant role for a task/project/activity that crosses departmental boundaries.
3. Put yourself in someone else’s shoes (shadow or job swap for a predetermined time).
4. Mentor someone in the University; find a mentor in the University.
5. Volunteer and take a lead role.
6. Join a professional organization and sign up for a committee of interest, or role on a
board.
7. Network to meet at least six (6) new people at the University.
8. Do an information interview (s) with some whose role interests you, and discuss what
you learned with your manager.
9. Serve as a coordinator of a search/interviewing team for apposition your group is looking
to hire into.
10. Build a business case for a change in your department, and present it to your manager.
11. Sign up to take part in a University community event or activity.
12. Do research on a topic that interests you and is related to your department, and present
your findings at a staff meeting or to your manger.
13. Form and lead a team to improve hand-offs between your department and one of your
other groups or departments.
14. Teach someone a skill or area of expertise you possess.
15. Become a member of a University community group and take on a leadership role in the
group.
16. Look at Skillport (log in at http://dchr.skillport/skillportfe ) to determine if there are any
courses or programs you wish to complete.
17. Look at DCHR’s Center for Learning and Development FY 2019 course listing to
determine if there any courses that would be suitable for your IDP. (See attached list.)
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