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LEARNING & DEVELOPMENT
Individual Development Plan
Individual Development Plan
A personal roadmap for growth, learning and career development
This Individual Development Plan (IDP) is a working document designed to support focused, meaningful development. It should be completed collaboratively by the employee and their line manager and reviewed regularly - ideally at least quarterly. Development is most effective when it is owned by the individual and supported by their manager.
SECTION 01
Employee Details

	EMPLOYEE NAME
	[Full Name]

	JOB TITLE
	[Job Title]

	DEPARTMENT / TEAM
	[Department]

	LINE MANAGER
	[Manager Name]

	IDP PERIOD
	[e.g. January 2025 - December 2025]

	DATE OF IDP REVIEW / CREATION
	[Date]


SECTION 02
Career Aspirations and Goals

Understanding where you want to go is the starting point for meaningful development planning. Use this section to capture your aspirations, both for your current role and your longer-term career.
Where do you want to be in 1-2 years?


Where do you want to be in 3-5 years?


What does success look like in your current role?




SECTION 03
Strengths and Development Needs

▪ Current Strengths
What do you do particularly well? What skills, knowledge or behaviours set you apart? (Consider feedback you have received, achievements, and what colleagues come to you for.)

▪ Development Areas
Where are the gaps between where you are now and where you want to be? What skills, knowledge or experience do you need to develop? (Consider feedback, role requirements and your career goals.)

▪ Feedback Received
Summarise any relevant feedback from your manager, colleagues, appraisals or 360-degree feedback that has informed this IDP.

SECTION 04
Development Plan

Use the sections below to set out your development goals and the specific actions you will take to achieve them. Aim for 2-4 focused development goals per IDP period. Remember that development does not only happen through formal training - consider on-the-job experience, coaching, mentoring, reading, shadowing and stretch projects.
▪ 70 / 20 / 10 Learning Model

70% - on-the-job experience, stretch projects, new challenges
20% - learning from others; coaching, mentoring, shadowing, feedback
10% - formal learning; courses, workshops, reading, online learning


	DEVELOPMENT GOAL 1

	Summary: 
	[e.g. Improve presentation skills]

	Action / activity
	[e.g. Attend presentation skills workshop; present at team meeting monthly]

	Target date
	[Date]

	Support needed
	[e.g. Manager coaching; course funding]

	Priority:  
	☐ High   ☐ Medium   ☐ Low

	How does this support my longer-term career goals?
	[Description]

	Success measure - how will progress be assessed?
	[Description]

	Confidence in achieving this goal (1-10): 
	[Score]

	What would make you more confident?
	[Description]




	DEVELOPMENT GOAL 2

	Summary: 
	[e.g. Improve presentation skills]

	Action / activity
	[e.g. Attend presentation skills workshop; present at team meeting monthly]

	Target date
	[Date]

	Support needed
	[e.g. Manager coaching; course funding]

	Priority:  
	☐ High   ☐ Medium   ☐ Low

	How does this support my longer-term career goals?
	[Description]

	Success measure - how will progress be assessed?
	[Description]

	Confidence in achieving this goal (1-10): 
	[Score]

	What would make you more confident?
	[Description]




	DEVELOPMENT GOAL 3

	Summary: 
	[e.g. Improve presentation skills]

	Action / activity
	[e.g. Attend presentation skills workshop; present at team meeting monthly]

	Target date
	[Date]

	Support needed
	[e.g. Manager coaching; course funding]

	Priority:  
	☐ High   ☐ Medium   ☐ Low

	How does this support my longer-term career goals?
	[Description]

	Success measure - how will progress be assessed?
	[Description]

	Confidence in achieving this goal (1-10): 
	[Score]

	What would make you more confident?
	[Description]




	DEVELOPMENT GOAL 4

	Summary: 
	[e.g. Improve presentation skills]

	Action / activity
	[e.g. Attend presentation skills workshop; present at team meeting monthly]

	Target date
	[Date]

	Support needed
	[e.g. Manager coaching; course funding]

	Priority:  
	☐ High   ☐ Medium   ☐ Low

	How does this support my longer-term career goals?
	[Description]

	Success measure - how will progress be assessed?
	[Description]

	Confidence in achieving this goal (1-10): 
	[Score]

	What would make you more confident?
	[Description]





SECTION 05
Support and Resources

	MANAGER SUPPORT AGREED
	[e.g. Monthly coaching conversation; support to attend workshop]

	FORMAL TRAINING / COURSES
	[e.g. Course name, provider, date, cost if applicable]

	COACHING / MENTORING
	[e.g. Internal mentor agreed - name; external coaching sessions]

	BUDGET AGREED (IF APPLICABLE)
	[£Amount / Not applicable]

	OTHER RESOURCES / ACTIONS
	[e.g. Books, online learning, job shadowing, secondment]


SECTION 06
Progress Reviews

Use this table to record progress at each review point. Reviews should ideally take place every 1-3 months. 
Red = Off track
Amber = At risk
Green = On track.

	REVIEW DATE
	DEVELOPMENT AREA
	RAG STATUS
	NOTES / UPDATED ACTIONS

	 
	[Development Goal 1]
	☐ On Track
☐ At Risk
☐ Off Track
	 

	 
	[Development Goal 2]
	☐ On Track
☐ At Risk
☐ Off Track
	 

	 
	[Development Goal 3]
	☐ On Track
☐ At Risk
☐ Off Track
	 

	
	[Development Goal 4]
	☐ On Track
☐ At Risk
☐ Off Track
	


 
Quarterly Reflection
Use this space at each quarterly review to capture your personal reflections on your development activity.
What have I learned about myself through this development activity?
What will I do differently as a result?
What support has made the biggest difference to my progress?


SECTION 07
Signatures

By signing below, both parties confirm they have discussed and agreed this IDP and are committed to supporting its delivery.
	EMPLOYEE SIGNATURE
	

	PRINT NAME
	

	DATE
	



	MANAGER SIGNATURE
	

	PRINT NAME
	

	DATE
	



This IDP should be reviewed at least quarterly and updated to reflect progress. Copies should be retained by the employee and their line manager.
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