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I ntroduction

This booklet explains the respongihilities of the employee and supervisor in completing the
Individua Development Plan (IDP) and outlines a step-by-step process for preparing an 1DP.
The IDP is developed by the employee and their supervisor. Asthe Plan is built, the employee
and supervisor will outline developmenta objectives and career gods. The employee and
supervisor will dso sdect learning activities for achieving these objective and gods.

The purpose of an IDPistwofold. Firg, it ensures that the employee maintains the current level
of job proficiency through continued training and developmentd activities. Secondly, the
employee charts a career path by identifying new knowledge, skills and abilitiesto pursue, as
well aslearning activities needed to reach the established gods. Third, the IDP will support
organization misson and career fidd needs

While the Department of Defense does not require al employees have
IDPs, it is strongly recommended by the Personnel and Security Human
Resource Development Directorate that one be prepared.

Thisguide will hep you:

4  Andyzeyour career gods and objectives

4 Lean how to make Individua Development Plans

4 Prepareyour formd IDP

4  Andyzethe organization’s needs for individua development
planning
4  Get ready for the employee-supervisor conference

4 Find and use resources for individua development planning

IDPs are individudly tailored and describe objectives and
activitiesfor the employee' s career development. IDPscan
: be awin/win drategy because they benefit both the
= - employee and the organization. Employees benefit, because

B o = implementing an IDP helps them enhance their knowledge,
R0 20 );, 4 %] sillsand experiences. Improved competencies help them

B R g -“r-‘_i. f 4\4'{ achieve persona and career goas bothinsde of and externd
1 SRR s b -“a'.-'rm'ﬂwar: to the organization. The organization benefits by developing
improved employee capabilities, work load planning, and resume needs. Competent employee
performance, plus the added bonus of improved morale, and persona job satisfaction can make
the organization more effective.

=R o =

IDPswork by helping an employee and supervisor clarify things that are important to them and
plan to achieve them. Inthe IDP are career objectives, and the knowledge, skills and abilities



needed to achieve these objectives, as well as, activities that will provide employeesthe
opportunity to learn and apply the knowledge and sKills.

An IDP isawritten plan for the benefit of both employee and supervisor. It describes
competencies that the employee will gpply and enhance and how this development will occur.
Thisincdudes the following:

Responsbility areas — | DPs describe the areas of respongbility assigned to
the employee as stated in his’her position description and the competencies
needed to perform the respongbility.

Deveopmentd activities— Each responsibility arealis accompanied by one
or more specific developmentd activities that will endble theindividud to
achieve or practice that competency.

Timeline with milestones and date completed — Redlistic start dates, end
dates, and other mgjor milestones are established for each activity. The
date completed should be listed when the employee can document
proficiency based on the competency, skill or ability obtained.

When to Preparean IDP
Timing is an important factor in developing the IDP, because the following processes work
together to establish the same objectives.

the performance appraisa

the training needs andys's

career development planning, and

the IDP

The optimum time for preparing the IDP is during the firgt few weeks immediately following the
performance gppraisal.

What’'sin an IDP
An IDP should include dl of the developmental assignments, activities, and training courses
indicated for the employee as aresult of the

training needs anaylss

mandatory or core competencies, and

career counsdling

It should include;



Any activitiy that is intended to improve performance a the employee's
present position or atarget postion, and

The desired time frame for completion of training.

Competencies

Achieving career godsis usudly met by gpplying or
developing job competencies. Job competency is
defined as an underlying characterigtic of an employee,
l.e., amoative, trait, skill, agpect of one' s sdf image, or a
body of knowledge which resultsin effective and/or

4 co superior job performance. It issmple and useful to
thi nk of acompaency asthe eblllty to perform atask well. Each sat of knowledge, skills, and
experiences is one competency. Employees use many competenciesin their jobs, and changing
jobs requires employees to master new competencies.

Competencies can generaly be broken down into three mgjor categories: business management,
professona, and technica. Business management competencies are related to common business
management practices and techniques. These competencies could include contract management,
accounting, marketing, project management, and other business skills. Professona

competencies represent basic persond and andytica skill needed to perform the job. These
competencies could include communication, facilitation, mentoring, problem solving, leadership,
and other interpersond skills. Technical competenciesinclude specific skills and abilities related
to performing the functions or processes of the job. These competencies could include craft
skills, such as brick laying and carpentry, or specific knowledge in a particular area of expertise,
such as property management and inventory processes.

The following is an example of competencies that may be needed by a specidist in the Equa
Employment Opportunity and Diversity Programs Division of Personnel and Security.

Business Management Competencies  Technical HR Competencies

Customer Relations Appeds, Grievances, and Litigation
Financia Management Equa Employment Opportunity
Marketing Ingtructiona Technology
Negotiating

Organizationd Awareness

Professional Competencies Other Competencies
Coaching and Mentoring Conceptua and Strategic thinking
Communication Group Management

Conflict Management Judgement and Anayticd Thinking



Decison Making Networking

Ethics Organizationd Commitment
Facilitation Sdf Confidence
Interpersona Relations Inititive

Problem Solving Interpersonal Awareness
SHf-Management Use of Influence Strategies
Teamwork Group Leadership

Technology Applications

o
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Employees

Each employee has the primary respongibility for
working closely with their supervisor to develop and
monitor hisor her IDP.

it
P

Thisindudes

Identifying short and long-range goals, developmental objectives and
activitiesto achieve these godls.

Identifying additional knowledge, skills and abilities required to achieve
the stated career objectives.

Discussing and obtaining concurrence of gods, objectives and
developmentd activities with fird-line supervisors or team leaders.

Sdisfactorily completing al assgned reading, education and
developmenta assgnments.

First-Line Supervisorsor Team Leaders

Firg-line supervisors or team leaders are respongble for asssting each employee in the
development of their IDP and supporting development activities outlined in the IDP. This

includes:

Performing a developmental needs assessment, in cooperation with the
employee, to assig theindividud in planning and formulating actions to
successfully accomplish identified career objectives.

Counseling employees concerning career development and encouraging
employeesto set goasto improve their performance through systematic
and continuous saf-devel opment.

Assuring that developmenta activities support the objectives of the IDP.

Evauating the development, activities and training completed by each
employee.



Procedures

Wheream | now?

Conduct a sdf-assessment to determine current skills, interests and values. In
addition to an assessment of current job strengths and areas for improvement,
ask questions such as. What do | value? How satisfied am | in my current job?
How well does my job meet my needs? If | wanted to make a change, what
would it be? How do others seem? How do | want to be seen? What kind of
person do | want to be? What makes me happy?

Wheredo | want to be?

Once you have reviewed your current skills, interests and vaues, begin to
examine the options available. Ask questions such as: Do | want to move up
or over to anew organization? Enrich my present job? Develop new skills?

If S0, which ones and why?

Tak with supervisors and managers and see what options are available. Interview, collect
information, and ask others about their perceptions of you. Do aredlity check — match your
needs with your options. Think about what the customer needs, how the organization is planning
to meet customer needs, and what the demands and risks are.

How will | get there?

After deciding where you want to be, identify developmenta areas. Ask questions such as: What
gpecific skills, knowledge and abilitiesdo | possess? What do | strengthen now to meet where |
am? What do | strengthen for future assgnments?

Determine your barriers? What do | need to overcome the barriers? What isin my way? Where

do | need to change? Identify the sources of the barriers and determine the need and actions to
overcome them.

What ismy current level of job competency?

Y ou may want to conduct ajob andyss to determine exactly what job-related tasks are
necessary for successful performance of thejob. These tasks can then be used to identify the
specific knowledge, skills, and abilities needed. Once identified, the employee and the
upervisor can determine the areas within which improvement is needed. Ask questions such as:
Why doesthe job exist? What isits purpose? What are the mgor duties and responsbilities
involved? What specia requirements are necessary or helpful to know?

Employee Checklist for Preparing an Individual
f Development Plan

| dentification of Personal Goals

1. Identify the assgnments or job duties you would like to complete this yeer.



2. Defineyour short-range (1 year) goals.

3. Lid future ectivities that you would like to accomplish.

4. Lig possible career paths open to you (e.g., saffing specidis, team leader,

program manager).
Define your long-range (1- 3 years) goals.

Ak yoursdlf: Are my godsredisic? How strong ismy desire to achieve
these gods? Are my gods compatible with my strengths and wesknesses?
Are my gods compatible with the parts of my job that | like and didike?

| dentification of Organizational Goals

1. Identify organizationd core competencies.

2. ldentify career field core competencies and career ladders

3. Lig long-range training opportunities that provide rotationa assignments or

developmenta assgnments outside your chosen caresr.

| dentification of Objectives

N o g s~ w DN

8.

Read your job description.

Read your most recent performance appraisa.

Read your office/divison misson and function satemen.

Ligt specific job activities that you enjoyed in the past year.

List specific job activities that you did not enjoy in the past year.
|dentify elements of your job where you excd.

Ligt those elements of your job where you believe performance could be
improved.

Ligt those activities within your office/divison that are interesting to you.

| dentification of Development Activities

1

Ligt the ten most common tasks that you perform. (Tasks are single
activities that cannot be meaningfully broken down into smaler dements))

Identify the knowledge, skills and abilities that are needed to perform each
task.

Identify and prioritize the knowledge, skills and abilities you do not have
or those you need to strengthen.

|dentify short-term development activities that will help you acquire the
needed knowledge, skills and &bilities.

Ligt the knowledge, skills and abilities needed to improve your
performance.



Supervisor Checklist for Reviewing I ndividual
Development Plans

Reviewing the IDP:

1.

8.

Are the employee’ s goas redigtic based on your assessment of the
employee's capabilities and past performance?

Are the employee' s goa's consstent with our office/division needs, core
competencies, and organization gods?

Do the proposed development activities support the employee' s goas?
Has the employee consdered afull range of potentid developmenta
activities, induding sdf-study, onthe-job training, seminars, workshops,

professional society meetings and conferences, details, and specid
assgnments?

Do the developmenta activities address performance improvement aress
noted in the most recent performance gppraisa?

Are any additional developmenta activities needed to address upcoming
changes in responsibilities and planned assgnments or to maximize cross
training of the gaff?

Isthe level of proposed developmenta activities reasonable given the
anticipated workload?

Are proposed developmentd activities within the employee s capabilities?

Analysis of Organizational Needs

1.

Thinking from the perspective of the organization as awhole, and of your
specific supervisory perspective, what are the organization’s needs and
objectives, now and in the future?

What are the functions and tasks that must be accomplished in your
organization' s daily work if it is going to meet those objectives?

What competencies are needed among your staff to accomplish these
functions and tasks?

What competencies do each of the individuas within your span of control
possess?

What are the gaps between competencies needed, and the competencies
Now present in your organization?

In what ways can you bring the required competencies that dready exist to
bear on the functions and tasks that must be accomplished?

What competencies should each individud develop from the organization’s
point of view? From the employee s point of view?



IDP objectives result from negotiation and mutua agreement. Supervisors act on behdf of the
organization to ensure that development or application of the targeted competencies is needed by
the organization. Employees act on their own behdf to ensure that developing or more fully
utilizing the targeted competencies will result in greater satisfaction with their work and

enhanced potentia for career progression.

Developmental Activities

Devdopmentd activities are undertaken by an individud to achieve a
% developmenta objective. Some objectives may be achieved by the
% ) familiar means of formd training and attending events such as conferences
2 ¥ andseminars. However, the skills, knowledge and abilities
that comprise many competencies may be better learned and practiced by means of other

activities. Activities other than forma training classes or attending meetings that are appropriate
for IDPs include the following:

1 Shadowing (following and observing a person closely) 1 Reading

I Reviewing and andyzing examples 1 Research

1 Internship, apprenticeship 1 Correspondence courses
1 On-the-job training 1 Sdf-study

1 Video or computer based instruction I Mentoring

1 Specid projectyassgnments 1 “Jugt doing it”

1 Structured interviews with content experts 1 Rotationd assgnments

In most cases, these activities are not as expendve asforma training. They can often be
accomplished without travel while onthejob. The Learning Resource Center has many
materias that can be used to develop sKills.

¢u Frequently |'.

ASked, ": The IDP atempts to identify al your developmentd

Questions ’ | activities, but sometimes other options become
available after you have prepared your IDP. So, the

- === fact that the seminar is not identified on your IDP does
not mean you cannot attend.

| am interested in attending a one-day seminar |
just found out about. Itisnotin my IDP. Can |
still go?

——

| am satisfied with my current job, and | am not interested in moving into any other
position. What can an IDP do for me?

Because “ development” does not just mean moving up or into another job, the
IDP can be concerned with your growth in your current job — mastery of skills



or learning different facets of the job. Employees planning to day in their
current jobs still must work at keeping skills current, remaining productive,
and being successful. Very few employees arein ajob that will look the same
intwo years. Requirements for your job may be congtantly changing and it is
critica to be current — if not ahead of the game.

Once somethingis on the IDP, can | changeit?

Absolutely. Unexpected Stuations can make some planned training
impossible, and things can happen that require activities that were not planned.

Isthisa performance appraisal? What effect doesthe | DP process have on performance
appraisals?

Thisis not a performance appraisal. The IDP focuses exclusvely on the
employee' s growth and development. Actua performance will certainly enter
into the discussion, but the IDP discussion is not a performance review.
Performance appraisas and IDP discussions are two separate but related
conversations. Care should be taken to keep them o, especidly if thetwo
discussons are held at the same time. The performance appraisa reviewsthe
past and the IDP discussion plans for the future.

How can | learn about training opportunities?

Y our developmenta needs should be aregular topic of discussion between you
and your supervisor. Announcements of agency programs are usualy
circulated to supervisors and posted on the Human Resour ce Devel opment
webste. Work Force Development Directorate aso maintains information on
interagency and nongovernment training programs. Periodically you should
talk with your supervisor or training officer about opportunities available to
you.

May the government pay for my licensing or certification examination?
No. Your agency may pay for training that prepares you for an examination, if
the training is relevant to the agency’ smission. However, the codts of
examination and any related expenses are not payable under the current
traning law.

Isit required that training be applicable only to my present job?
Generdly, Yes. However, in some cases, you may be given training relevant
to your projected future assignments or to accomplish specia agency
initigtives

Can my agency pay for correspondence or computer based cour ses?



Yes. Thistype of training can be utilized the same as any other type of training
that your agency determines would be beneficid.

Tipsfor First-line Supervisor or Team L eader

Employees use IDPs to maintain and improve their employability and thus advance their careers.
However, the supervisor uses | DPs to enhance the organization’s ability to achieve its objective,
both now and in the future. Specificaly, supervisors use I DPs to encourage employeesto
enhance their competencies and to make the best use of their competencies. Hence, IDPsinclude
objectives to improve knowledge and skills and to build experience that will be used to benefit

the organization asawhole. The responshility dso includes assigning work to employees that
alows them to make a maximum contribution to misson accomplishment.

However, in amore general sense, the supervisor’ s responghility isto recognize that employees
are the organization' s greatest assets, and to help develop these assets. That development is not
limited to near term organizationa needs and requirements. It takes into account the
organization’s longer ranger needs, and the need to help every employee maintain optimism and
sustain mativation that leads to doing the best possible job every day. The organization relies
primarily upon supervisors to make this hgppen. Fulfilling this role requires awillingness to
invest in people. It aso requires an understanding of the organization's

Gods

Needs

Functions

The competencies needed to accomplish the functions

The competencies possessed by the individuds in the supervisor’s human
resource pool

A plan for usng and developing available resources that takes into account
where individuas are now, and where they can be in the short-term and
long-term future,

This gpproach does more than identify knowledge and skills employees must learn. 1t seeks
ways to change and add assignments to allow the development and practice of unused or
undevel oped competencies. It takes the broad view across the organization and the long view
over the coming yearsin imagining and evaluating career development. It empowers and
motivates individuals to produce and grow, and to serve the organization at the same time they
are building their careers.

Definitions
a. Classroom Training. Structured learning that takes place in a classroom setting.

Classroom training varies in format and type of activity depending upon content
and time avallable. Classroom training is generaly mogt effective when followed



by on-the-job or laboratory experiences that reinforce learning and provide
opportunities for practice.

b. Computer-Based Training (CBT). Structured learning thet is self-paced and takes
place a apersona computer. CBT can play akey rolein closng skill gaps and
improving on-the-job performance. CBT is extremely versdile, and permits
employees to use their time most efficiently, because they are not required to spend
the entire day in aformd cdlasssoom. CBT adso hdtsthe loss of knowledge,
because the organization owns the training resource, and it is available for training
or review a any time. CBT includes CD-ROM, and web-based training.

c. Contextual Learning. Contextud knowledge is learning that occursis close
relationship with actua experience. Contextud learning enables sudents to test
theories viatangible real world gpplications.

d. Competency Profile A list of knowledge, skills, and abilities that can be linked to
specific job tasks.

e. Distance Learning. Any gpproach to education ddlivery that replaces same-time,
same-place face-to-face environment of the traditiona classroom.

f. Distributed Learning. A type of distance learning that is technology enabled,
learning-team focused, facilitated by a content expert, and delivered anytime and
anywhere.

0. Developmental Activity. Training, education, or other developmental assgnments
(e.0., reading reference materia) that expand upon the knowledge, skills, and
abilitiesto perform current and future duties, and accomplish developmentd
objectives.

h. Development Needs Assessment. A systematic process by which the supervisor
and employee identify the employee’ s specific developmentd activities and
priorities based on areview of the position description, job andysis, performance
gppraisd, organizationa goas and objectives, and andyss of the employee's
experience, training history, and career developmentd godls.

I. Development of Job Aids. Formulating alist of procedures, list of references, or
other brief documentation targeted to help the individud more effectively perform
ajob or task.

j. Goal. A god issomething pertinent to your work and career aspirations, such as
magtering askill in your current job or attaining a higher position. The god should
imply some work and chalenge, but it should not be so high that it cannot be
reasonably obtained. Short range god's are planned to be accomplished within 1-2
years, and long-range goals are planned to be accomplished with 3-5 years.



k. Learning Objective. A summary of knowledge, kills, and abilities the employee
will be expected to achieve.

l. Individual Development Plan (IDP). The IDPisan individudly tailored written
plan developed by the supervisor and employee outlining the employee’ s
developmental objectives and the developmentd activity for achieving these
objectives. The purpose of an IDP isto increase the current proficiency,
development, and progression of the employee through a systematic devel opment

plan.

m. Knowledge, Skills, and Abilities. Knowledge is an organized body of informetion,
usualy of afactud or procedurd nature. SKill isthe proficient verba or menta
manipulation of date, people, or things that are observable, quantifiable, and
measurable. Ability isthe power to perform an activity at the present time.

Generdly, skill pertainsto physica competence; knowledge pertains to the mastery
of a subject matter area, and ability pertainsto the potentia for using knowledge or
skill when needed.

n. Objective. A developmenta objective, for the purposes of the IDP, is something
pertinent to the employee’ swork and career and is worthwhile to obtain.
Developmenta objectives should be as specific as possible (eg., to learn to
evauate computer systems with multilevel security fegtures).

0. On-the-Job-Training (OJT). Training that is conducted and evauated in the work
environment.

p. Reading or Research Project. Review of specified set of reading on atopic or the
completion of aresearch project and resulting report.

g. Rotational Assignment/Detail. Temporarily placing an individud in aspecid job
where he or she has the opportunity to learn and develop specific skills needed for
his or her regular job.

r. Self-Study Program. Learner-controlled experience generdly involves the use of
prepared materids an a salf- paced structure with options for sequencing and level
of detail required. Thistype of activity is gppropriate when sdlf-study materids are
available, numbers of people needing the training are smal, individud
backgrounds and needs vary and an individua will benefit from a customized
schedule of indruction. Thistype of activity is aso gppropriate when large
numbers of individuas need training but cannot be easily assembled in the same
place a the sametime. Subject matter that is enhanced through the synergism of
training participant interaction is not recommended as part of a self-study program.

s. Shadowing. Learning through firg observing the work of a qudified individua and
then practicing the gpplication of the same skill or set of skillsfollowed by
feedback and evauation.



t. Simulation Training. The application of classroom or other learning in aredigtic
but not actud stuation in which the participant can practice skills. Simulation
training may involve the use of specidized equipment or, in SOme cases, scenarios
and role playing.

u. Structured Discussion. Working with a mentor or other individud to learn about a
specified topic through discusson.  The structure might include preparation of
questions for discussion or prerequisite reading or other research.

v. Symposium/Conference/Workshop/Seminar. Any of avariety of events focusng
on a specific topic or area of concern.

w. Task Force or Committee. Serving asamember of atask force or committee for
the purpose of gaining knowledge and/or experience in aparticular area of
expertise.



