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Employee Checklist for Preparing an IDP
Pre-Discussion Planning

1. Where am I now?
a. What do I value?
b. How satisfied am I in my current job?
c. How well does my job meet my needs?
d. If I wanted to make a change, what would it be?
e. How do others view me?
f. How do I want to be seen?
g. What kind of person do I want to be?
h. What makes me happy?

2. Where do I want to be?
a. Do I want to advance or move into a different type of job?
b. Enrich my present job?
c. Develop new skills? If so, which ones and why?

3. How will I get there?
a. What specific skills, knowledge and abilities do I possess?
b. What do I strengthen now to meet (current needs/standards)?
c. What do I strengthen for future assignments?
d. What are my barriers?
e. What do I need to overcome the barriers?
f. What is in my way?
g. Where do I need to change?
h. Identify the sources of the barriers and determine the need and actions to

overcome them.
4. What is my current level of job competency?

a. What are the major duties and responsibilities involved? What job-related tasks
are necessary for successful performance of the job?

b. What special requirements are necessary or helpful to know?

Identification of Personal Goals
1. Identify the assignments or job duties you would like to complete this year.
2. Define your short-range (6-12 months) goals.
3. List future activities that you would like to accomplish.
4. List possible career paths open to you (e.g., staffing specialist, team leader, program

manager).
5. Define your long-range (1-3 years) goals.
6. Ask yourself: Are my goals realistic? How strong is my desire to achieve these goals?

Are my goals compatible with my strengths and weaknesses? Are my goals compatible
with the parts of my job that I like and dislike?
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Identification of Organizational Goals
1. Identify organizational core competencies.
2. Identify career field core competencies and career ladders.
3. List long-range training opportunities that provide rotational assignments or

developmental assignments outside your chosen career.

Identification of Objectives
1. Read your job description.
2. Read your most recent performance appraisal.
3. Read your office/division mission and function statement.
4. List specific job activities that you enjoyed in the past year.
5. List specific job activities that you did not enjoy in the past year.
6. Identify elements of your job where you excel.
7. List those elements of your job where you believe performance could be improved.
8. List those activities within your office/division that are interesting to you.

Identification of Development Activities
1. List the ten most common tasks that you perform. (Tasks are single activities that cannot

be meaningfully broken down into smaller elements.)
2. Identify the knowledge, skills and abilities that are needed to perform each task.
3. Identify and prioritize the knowledge, skills and abilities you do not have or those you

need to strengthen.
4. Identify short-term development activities that will help you acquire the needed

knowledge, skills and abilities.
5. List the knowledge, skills and abilities needed to improve your performance.
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Supervisor Checklist for Reviewing an IDP
Reviewing the IDP:

1. Are the employee’s goals realistic based on your assessment of the employee’s
capabilities and past performance?

2. Are the employee’s goals consistent with your office/division needs, core competencies,
and organization goals?

3. Do the proposed development activities support the employee’s goals?
4. Has the employee considered a full range of potential developmental activities, including

self-study, on-the-job training, seminars, workshops, professional society meetings and
conferences, details, and special assignments?

5. Do the developmental activities address performance improvement areas noted in the
most recent performance appraisal?

6. Are any additional developmental activities needed to address upcoming changes in
responsibilities and planned assignments or to maximize cross training of the staff?

7. Is the level of proposed developmental activities reasonable given the anticipated
workload?

8. Are proposed developmental activities within the employee’s capabilities?

Analysis of Organizational Needs
1. Thinking from the perspective of the organization as a whole, and of your specific

supervisory perspective, what are the organization’s needs and objectives, now and in the
future?

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

3. What competencies are needed among your staff to accomplish these functions and tasks?
4. What competencies do each of the individuals within your span of control possess?
5. What are the gaps between competencies needed, and the competencies now present in

your organization?
6. In what ways can you bring the required competencies that already exist to bear on the

functions and tasks that must be accomplished?
7. What competencies should each individual develop from the organization’s point of

view? From the employee’s point of view?
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Individual Development Plan (IDP)

Employee’s Name (Last Name, First Name) Supervisor’s Name (Last Name, First Name)

Current Position (Title & Grade) Office/Center

Quarterly Review Initial and Date                     1st Quarter                      2nd Quarter                    3rd Quarter                        4th Quarter

Employee

Supervisor
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A. Knowledge & Skills

The employee should have conducted a self-assessment to evaluate skills, strengths, and developmental areas. Please document current interests,
values, knowledge and skills, and abilities below. The supervisor should provide input and guidance.

Employee Knowledge and Skills Strengths Employee Knowledge and Skills Opportunities for Improvement

B. Job-Related Development

Use this section to document specific job-related developmental goals (immediate and long range)

Short-Term (6-12 months) Job-Related Developmental Goals:

Long-Term (1-3 years) Job-Related Developmental Goals:
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I agree that a meaningful discussion has taken place about this employee’s individual development within the department. Further, I
propose the above activities to enhance the employee’s skills.

EMPLOYEE (signature): ___________________________ SUPERVISOR (signature): ________________________________

C. Action Plan Section

This section describes specific knowledge and skills (from Section A) that you intend to pursue. Try and be creative by using a variety of learning
strategies and activities. Activities could include; rotational assignment, classroom training, on-the-job training, experiential (hands-on) assignments, on-
line courses, seminar or conference, shadowing opportunities, developmental assignments, self-directed learning (reading, researching, writing an article
or report), learn by teaching others (process or method), participate in discussion groups, mentoring, participation in professional associations, and
certification programs. Include specific scheduled dates and courses when applicable. The level of specificity you use when writing your IDP is up to
you and your supervisor. However, when you submit a training request you must also include a copy of your IDP. At that time, the approving office may
require additional information to approve the training request. Proposed developmental activities should be discussed and approved by manager.
Activities and courses requiring funding are subject to the availability of funds and the required approval process.

Please attach/include additional copies of this page as needed

Specific Knowledge or Skill Activity Description
Supervisor’s Role (or

involvement of others if
applicable)

Time Frame Outcome/Result (to be completed
after activity)
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C. Action Plan Section (Continued)

Specific Knowledge or Skill Activity Description
Supervisor’s Role (or

involvement of others if
applicable)

Time Frame Outcome/Result (to be completed
after activity)
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D. Supplemental Information and Additional Comments

Use this section to expand on any of the areas above or to add any additional comments.


