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What is an IDP?
An Individual Development Plan (IDP) is a document which records planned training, education, and related developmental experiences designed to meet an employee’s particular job and career goals.  The primary purpose of the IDP is to set goals, as well as the specific action needed to accomplish them.  It should also assess strengths, and identify where an employee can best grow and contribute over a specified period, usually the performance year.  Finally, an IDP can provide information to the manager to aid in budgeting  and scheduling resources. 

Who is required to have an IDP?

An IDP is required only for employees in the following identified positions.  These are:

· Probationary supervisors/managers 

Sample Probationary Supervisor IDP 
Sample Probationary Supervisor Agreement
Mandatory Training for Probationary Supervisors
Training Resources
· VRA appointments not at full performance level

Sample VRA IDP   

Sample VRA Evaluation Report


VRA Guidelines
· Upward Mobility Program

Sample Upward Mobility IDP 

Sample Upward Mobility Trainee Evaluation
Sample Upward Mobility Supervisor Evaluation
Upward Mobility Guidelines 

· Student Career Experience Program (SCEP)

Sample SCEP IDP
Sample SCEP Student Evaluation
Sample SCEP Supervisor Evaluation
SCEP Guidelines
· Senior Executive Service

· Career program intern

The IDP is not required for other employees. However, supervisors can choose to do an IDP to aid in the annual performance review process, to develop the employee and to meet the organization's objectives.  

When should an IDP be developed?

Supervisors and managers are responsible for determining organizational and individual training needs at least annually.  As supervisors become aware of the organizational planning projections of the upcoming fiscal year, they will be better able to assess and identify their employee’s training and development needs.  It is recommended that individual training needs be identified in conjunction with the performance appraisal process. The IDP needs to be reviewed periodically throughout the year to ensure its continued relevance. 

What is the role of the employee in this process?

The IDP is a tool the employee uses to plan his/her career development.  It provides a way for both the supervisor and the employee to realistically identify specific training and experience(s) needed to achieve mutual goals.  Because an IDP is tailored to individual occupational and organizational needs, its development will differ from employee to employee.  Before meeting with the supervisor the employee needs to gather and review information about his/her own experiences and achievements.  The employee then needs to compare his/her own individual desires with those of the organizational needs and opportunities and then establish short and long range career goals.

What is the role of the supervisor in this process?

The IDP process is an opportunity for the supervisor to act as a mentor and gain insight into the employee’s perspective concerning his or her role and future with the organization.  An accurate view of an employee’s development requires that the supervisor have information on the organization’s long range plans, vision, mission and strategic goals.  In addition, a supervisor must be prepared to provide feedback to the employee on his/her strengths and weaknesses.  

The supervisor prepares for an IDP discussion with an employee by:

· Determining the knowledge, skills, and abilities the employee needs to improve or enhance present job performance;

· Reviewing the needs and priorities of the organization in terms of anticipated mission changes, program plans, staffing turnover, and needs for particular skill sets;

· Determining the employee’s potential to assume different or higher level responsibilities in order to meet organizational needs; and

· Considering the specific developmental assignments and training that might allow the employee to meet or exceed developmental goals.

The employee and supervisor discuss and reach an agreement about the employee’s developmental goals and objectives as presented in the draft IDP.  Both make necessary adjustments to the IDP and then sign and keep a final copy.

How is the IDP developed?

Both short and long range developmental objectives/goals are identified.  Short range goals are the employee’s immediate career goals (within 6-12 months).  Long range goals are the employee’s developmental career goals (2 years and beyond). These are entered in the appropriate block on the IDP form. A self-analysis and consultation with the supervisor will indicate which areas should be focused on first.

What are the methods for accomplishing IDP goals?

Methods for accomplishment of objectives/goals are identified next.  Objectives/goals can be accomplished in the following ways:

· Formal classroom training

· Rotational assignments or details

· Teleconferencing

· Coaching by a specialist in the organization

· Computer assisted instruction

· Home study courses

· Independent reading in specialized fields

· Membership/participation in professional organizations or societies

· Participation in committee, community or civic affairs

· Serving as instructor, facilitator or conference leader

What format must be used for the IDP? 

The Department of the Navy does not require a specific format for the IDP; however, sample IDPs are available for special developmental programs.  See above-section titled "Who is required to have an IDP?" to access sample IDPs.   A sample blank format is provided here, which may be adjusted as needed.  For blank format click here.
Summing it all up

The IDP serves as a communication tool between the employee, supervisor and organization.  The formalized plan will commit all parties in  the development and achievement of the employee’s career goals and objectives. This combined effort will result in a planned program of training and development that will improve the employee’s professional skills and, at the same time, support the organization’s mission.
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