	GUIDELINES FOR CREATING A DEVELOPMENT PLAN


The development plan is designed to enhance the employee's ability to meet his or her job responsibilities and objectives for the coming year and beyond.  It should provide the employee with opportunities to acquire new competencies, enhance existing competencies, and, consequently, improve performance in the short and long-term.

The content and structure of the development plan should consider the employee's overall performance evaluation rating.  Refer to the guidelines below for the structure of the employee's development plan.

	Structural guidelines for development plan
For each of the following overall performance ratings, suggested courses of action are listed.

	
	

	Overall ratings
	Action



	Significantly Exceeded
	Broadly expand the employee's objectives and responsibilities.  Provide many opportunities for employee to acquire new skills through training and experience.

	Consistently Exceeded

or

Fully Met
	Expand the employee's objectives and responsibilities on a selective basis.  Plan to develop the skills that or might encourage the employee to significantly exceed expectations

	Some Improvement Required
	Prepare a development plan and review the employee's performance during the period of corrective action.  The activities should be designed to increase the employee's knowledge, skills, and effort for the short-term.  The goal is to bring the employee up to the rating of Fully Met as soon as possible.


The development plan objectives may be achieved through a number of effective development activities.

· Identifying challenging assignments that will provide the employee with new experiences, skill building, and job growth.  This can include special projects, task forces, cross-departmental assignments, formalized mentoring relationships, lateral moves, or job rotation.

· Suggesting education and training programs that will help the employee reach objectives and fulfill responsibilities.  Many opportunities exist inside and outside of the classroom, including on-the-job instruction programs conducted within DTL; courses, workshops, and seminars available from local schools, organizations, or associations; degree programs; and continuing education.

· Increasing delegation that results in increased responsibilities.  Identify situations in which the employee can fill in for you.  For example, have the employee take on additional responsibilities when you are away or at meetings.  When appropriate, take the employee with you to higher level meetings to broaden his or her perspectives, and ask the employee to make presentations for you in order to give him or her more exposure.

· Providing needed information designed to increase the employee's awareness of trends and issues that affect his or her work.  Expand the frequency and the depth of information provided to the employee.  For example, schedule meetings to discuss career plans and to inform the employee of changes within your department and DTL.  Circulate information you receive (letters, reports, periodicals, etc.) that will give the employee a better feel for what is going on within the organization.

Please consult with the Human Resources Development professionals in your business unit for assistance in identifying effective development activities.

HCE

Employee Name






Development Plan for the Coming Year

Please comment on those competencies the employee needs to develop in order to contribute towards next year's departmental objectives.  (This may be discussed during the performance review or at a subsequent meeting.)  See reverse for guidelines.
	Competency
(e.g., Presentation Skills)
	Developmental Activity
(Join Toastmasters or Take “Presentations that Sell" class)
	Expected Outcomes (Develop comfort & confidence or learn how to develop a logical & persuasive outline)
	Completion Date

(End of 1st quarter)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


