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PERSONAL DEVELOPMENT PLAN

This form can be used individually to carry out a structured assessment of current learning needs or it can be used as part of a review meeting between manager and staff member.  It aims to explore personal development needs in the light of the main tasks, responsibilities and challenges arising in your role.

List your main duties and responsibilities –


List your current specific goals, objectives and targets –





	With reference to the above identify -

	· Personal challenges faced and gaps in your current skills and knowledge?
	· Personal skills, strengths and qualities you will use and build upon?




ITC Courses/Seminars identified to equip you with skills, knowledge and fresh approaches to meet the challenges arising or consolidate strengths –

	Course title
	Next date
	Priority (high, medium or low)

	
	
	

	
	
	

	
	
	

	
	
	


Options for support and coaching from manager or other colleagues –

Other possible work-based learning opportunities – 

NAME:_____________________________________    DATE:________________________

Managers comments if applicable – 

If not a manager, it is nevertheless useful to talk through your ideas regarding personal development with someone supportive.  Often thoughts become far clearer once we articulate them.

PERSONAL DEVELOPMENT PLANNING

What are your current training needs?  

This can be a formidable question to suddenly think about without a framework to guide our thoughts.  Quite often the instinctive reaction is “there must be loads” as most of us are eager to acquire new skills and have a natural appetite for learning.  The difficulty usually lies in being specific about development needs and attaching to them the right sense of priority.

For workplace learning and professional development there is an approach that can help.  This can most easily be thought about as a logical series of questions that can be visualised as a cycle – 



Span of individual growth and development





4.  How can I learn and develop?


Courses?


Support from manager?


Coaching from a colleague?


Etc.


… and what are my priorities?








3.  Where am I now?


Strengths I can bring to the role and build upon?


Challenges I will face and skills gaps?








2.  What do I need to �     achieve at the current time? 


     What are my current goals, �     objectives and targets?





1.  What is my job?


     What are my main duties, tasks �     and responsibilities?





5.  How have I improved? 


Feedback on performance and achievements


Could be through appraisal


Could be from anyone you work with or provide a service to








Often completing the cycle provides an indication of how you have grown and developed in your role.  This helps us to think about learning as a continuous process that combines with our other experiences and prepares us for new and greater challenges.  


The form overleaf has been designed to take you through this process, whether working alone or with your manager, and to identify specific, relevant learning opportunities.  Cross-referencing this with the courses and seminars in the ITC Training Programme should help you to come up with a solid and worthwhile Personal Development Plan.





Back to…


1.  What is my job?











