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Foreword

The VA Healthcare Network Upstate NY faces mission and management challenges that call for a new responsiveness to employee development that supports organizational priorities and facilitates professional growth.  The increasing mission priorities is one of the challenges that require us to better assess the skills needed to do our work and to develop our capabilities in ways that meet increased customer expectations. It is my hope that all managers and supervisors will be fully responsive to this challenge and place a high priority on ensuring that the educational and developmental activities of all employees are carefully planned and aligned with the mission and needs of their organization.

This Guide is designed to lead supervisors and employees through the individual development planning process. Individual development planning is a collaborative process between employees and their supervisors. This process is designed to assess the needs of both the organization and employees, and focus on building skills that support the accomplishment of our important mission. All of us bring unique talents to VISN 2, and the individual development planning process should reflect that diversity.

William F. Feeley, Director

VA Healthcare Network Upstate New York
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	What is an Individual Development Plan?

Ensures alignment between skills the organization needs for success, and the competencies that employees possess
Objectives along with activities to achieve the objectives 
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Opportunity for supervisors to identify training and developmental needs  
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Individual Development Planning Process Overview
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Step One: Self-assessment
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Step Two: Identify Performance and Developmental Priorities

Tasks & projects

that must be

completed for

organizational

success
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Tasks & projects

  completed for

professional

success
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Step Three: Determine Short and Long Term Goals & Developmental Objectives
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Step Four: Explore Development Options and Select Activities
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Goals should always be measurable, pick activities that can be accomplished

Many options are available besides the traditional classroom design
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Considerations when creating goals
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Step Five: Hold Development Discussion with Supervisor
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Supervisor's Preparation for Discussion
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Employee’s Preparation for Discussion
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The IDP discussion is not a performance appraisal. 
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Step Six: Take Action

Step Seven: Monitor and Document Progress

TEMPO is the official record of training for VISN 2 employees
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Use TEMPO to document what you do as part of your IDP
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Frequently Asked Questions About Individual Development Plans

?

?

? 
? 

	· It's about YOU 

· It's about LEARNING 

· It's laid out AHEAD OF TIME 

· It's ONGOING, It's EVOLVING, It's GROWING 

· It's your LEARNING PLAN 

It is a plan developed jointly by you and your supervisor that lists training, education, and opportunities for growth in the context of your organization's mission. 

The Individual Development Planning Process provides an opportunity for supervisors and employees to identify training and developmental needs in order to ensure job and organizational success. An individual development plan (IDP) is a written schedule or plan designed to meet particular goals for development that are aligned with the organization’s strategic plan and action plan. To achieve these goals, you must have or develop specific competencies. 

The development of an IDP that outlines developmental objectives along with activities to achieve the objectives helps one to gain or enhance competencies. Rather than haphazardly chancing time and money on what may or may not be a useful learning experience, the IDP process helps ensure that employees at all levels and the organization have the competency mix necessary to achieve its mission while affording employees an opportunity to develop skills.

In accordance with requirements in meeting the N2 Director’s Performance Measure for Education, supervisors are required to have an IDP for FY 2004. This is particularly important for supervisors that have moved into a new position or have new duties. Supervisors need to review and revise, as appropriate, IDPs annually to ensure that the training plan benefits the mission and meets the developmental objectives.

The IDP and skills needs assessment processes are inherently connected to, and should be completed in conjunction with, the annual performance appraisal and development of new performance standards and elements. In conformance to the VISN 2 Performance Measures, for FY04 the proposed IDP to be reviewed by the supervisor’s immediate supervisor must be completed no later than March 31, 2004.

The IDP is realistic and "real time" because it is based on the mission of the organization. Once strategic plans have been developed, action plans established and performance plans put in place, supervisors should identify "performance priorities". The performance priorities become the basis for the IDP. IDPs are used to plan developmental experiences (details, course work, special projects, on-the-job training, etc.) that may change from year to year as the mission of the organization evolves. Its primary purpose is to ensure that there is an alignment between the skills the organization needs for success and the competencies that employees possess and/or are needed to support organizational goals and priorities. The skills needs assessments are a critical focus in the IDP process. 

An IDP is not a binding contract. While every effort should be made by supervisors to adhere to the plan, circumstances sometimes arise that require modifying the IDP. Completing an IDP does not imply promotion; it is intended to address developmental needs and facilitate growth while preparing the organization for future challenges. This guide was prepared to explain IDPs: how to prepare them, how to use them, and what to expect from them.

1. If organizations are serious about career development, developing a plan of action will help ensure success.

2. Chance for supervisors and those they supervise to work out plans for achieving goals that relate to employee and organizational needs.

3. A tool for supervisors and employees to communicate and reach agreement on goals and developmental needs. Supervisors may not know the interests of those they supervise.

4. An opportunity to acquire information on where skills fit into an organization's current needs and future needs; to obtain a better understanding of organizational career opportunities.

5. All employees need another perspective on how their skills, abilities, strengths, and developmental needs are viewed.

The IDP process is part of the total organizational planning cycle. Strategic plans focusing on the broad, high-level goals of the organization are first established. Action plans with milestones are then developed to ensure that the strategic goals will be achieved. Managers and supervisors are responsible for achieving the milestones identified in the action plans. Therefore, work must be aligned with the action plans and performance priorities that are identified by supervisors. Also, managers and supervisors must ensure that employees they supervise possess the competencies to achieve the stated goals. The end result is the development of an IDP that rests heavily on an assessment of skills needed to address organizational and developmental needs.

Alignment

[image: image26.wmf]broad, high-level goals of the organization

[image: image27.wmf]ensures strategic goals will be achieved
tasks and projects that must be completed for organizational success 
competencies (knowledges, skills, and abilities) that are needed to achieve organizational performance priorities

alignment between organizational needs and competencies employees possess and/or need 

The IDP process is a seven-step process that involves continuous two-way communications between supervisors and employees.

Step One:
Determine Where You Stand Through Assessment

Step Two:
Identify Performance and Developmental Priorities

Step Three:
Determine Short and Long Term Goals & Developmental Objectives

Step Four:
Explore Development Options and Select Activities

Step Five:
Hold Development Discussion with Supervisor

Step Six:
Take Action on Approved Plan

Step Seven:
Monitor and Document Progress
In preparation for the individual development planning process, realistic training and developmental goals that support organizational needs and personal needs must be decided. This can be achieved through a self-assessment that provides the foundation for future discussions between supervisors and employees. The self-assessment can be accomplished in a number of ways. 

Attachment 1 contains a copy of the automated self-assessment survey contained at the VISN 2 HPDM Career Development Toolbox.

Attachment 2 contains a sample list of job review questions. 

Attachments 3, 4, 5 and 6 provide examples of self-assessment exercises that focus on career development options or interest surveys. The Career/Job Renewal Assessment included as Attachment 6, in particular, provides a method to review career choices, look at the current position in terms of responsibilities and growth and help in the formulation of goals.

A review of the current position description, competency standards, and performance standards, as well as the results of previous performance reviews should be referred to whenever preparing an IDP. The planning will help assure that the developmental efforts will be worthwhile both to you and the organization.

The next step after the assessment is to identify performance and developmental priorities. Performance priorities are the tasks and projects that must be completed in order for the organization to achieve its action plans and operating requirements. Performance priorities are job goals. Performance priorities define success and reveal the bottom line for measuring individual contribution to organizational goals. Performance priorities are not performance standards. While there may be some overlap between the two, in general, performance standards indicate how work will be done and may not necessarily change from year-to-year. Performance priorities focus on what accomplishments are expected. 

A discussion with your immediate supervisor will help in identifying three to five performance priorities. The performance priorities must be a reflection of organizational strategic plans, action plans, and day-to-day operational needs.

Sample Performance Priorities:

· Provide guidance and assistance on a full range of Human Resource related issues to assigned organization(s)

· Implement recruitment and staff activities for a wide range of positions

· Provide technical knowledge and skills related to wireless telecommunications

· Process requests for user IDs and passwords for computer systems

· Implement computer security controls

· Provide safety and health training

· Maintain heat and air-conditioning systems

· Sort, distribute, deliver, collect, and process all incoming, outgoing, and internal mail

· Provide information and training for purchase credit card users

· Establish and maintain filing system

Developmental priorities are the tasks and projects that must be completed in order for individuals to expand current skills to encompass areas of career interest or upward mobility. Developmental priorities are aligned to career goals. Developmental priorities define success in terms of retention, longevity and allegiance to the organization. Developmental priorities are not necessarily performance priorities. Goals in this area may often focus on improving the quality of work and life. Supporting the creation of goals in this area helps to move the organization towards Employer of Choice.

Sample Developmental Priorities:

· Become better able to handle the stresses of multiple deadlines

· Learn to seek and utilize feedback from others

· Explore career options and understand the need for transferable skills

· Develop skills in financial planning and budgeting

· Learn to use the computer even though I don’t use one at work

· Get a G.E.D.; finish high school

· Create an effective resume

Please refer to:

Attachment 7: Performance & Development Priority Worksheet Sample

Attachment 8: Performance & Development Priority Worksheet

Once performance priorities have been established, goals and developmental objectives need to be determined. Establishing short and long-term goals takes into account the competencies employees must possess in order to achieve organizational performance priorities as well as the direction the employee seeks for professional growth. 

Competencies include knowledges, skills, and abilities. Also, the job and the standards for doing the job, job description, and performance appraisal should be considered. Competencies are related to tasks. Developmental objectives are statements that outline those competencies that will be addressed in the IDP.

Whenever possible the employee should work together with their immediate supervisor to perform a skills needs assessment. The results of this assessment help to fine tune the areas for development.

For example, the Director's Secretary has the following performance priority:

· Maintain Director's calendar and schedule

The skills needs assessment reveals that the secretary needs the following competencies:

· Knowledge of computerized calendar system

· Understanding of the Director's priorities

Based on the skills needs assessment, developmental objectives might include:

· Become proficient in the use of MS Outlook calendar functions

· Acquire an understanding of the organization’s business priorities

Refer to Attachment 9: Individual Development Plan Sample

It is important to note that not all competencies identified in a skills needs assessment need to be translated into developmental objectives for the IDP. In the sample above, this secretary has been working for the Director for several years and understands his or her priorities. However, the office may have just recently installed a new computer software package that he or she has never used before. In order to successfully achieve the performance priority, he or she needs to develop that new competency. 

When selecting a developmental activity, the following criteria may help identify the best activity for your specific needs.

· Will the activity contribute to the developmental objective? How?

· What are the direct and indirect costs associated with the activity?

· Is the developmental activity easily available?

When preparing developmental objectives, it is important that they be realistic and attainable. Goals should imply some work and challenge, they should be set high, but not so high that achieving them will be almost impossible.

Establishing learning objectives helps in defining the specific outcomes desired in the development process. Using the example above for the Director’s Secretary:

Based on the developmental objectives, learning objectives might include:

· Use the MS Outlook meeting function and schedule a meeting

· Create a reference list of the organization’s business priorities

Selecting activities to support developmental needs

Activities should be selected and/or designed with criteria for success that is measurable. Outcome measures work together with competencies to ensure that a job task can be managed appropriately for the duties assigned to a position.

There are many different types of developmental activities; formal training is only one option and many times is not the best option. The following is a list of various types of developmental options. It is not all-inclusive. 

On-the-Job Training - Structured training in which learning objectives are achieved while in the work environment and while completing work tasks.

Classroom Training - Structured formal instruction presented in a classroom environment by a qualified instructor.

Self-Study Courses - Courses you complete at your own pace. May or may not be completed during the regular work day.

After-Hours Courses - Generally college-level courses taken outside the normal work day.

Shadowing - Opportunity to observe individual who has demonstrated successful work strategies.

Discussions with Subject Matter Experts - Structured question and answer session with subject matter expert. May be used to explore career opportunities or to learn specific tasks.

Rotational Assignments - Short-term work assignments appropriate for the important skills identified in the developmental objective. This may be accomplished through a formal detail.

Developmental Assignments - Work assignments that challenge the employee to develop and use new competencies within the current position.

Reading - Selected books and articles to increase understanding of a specific topic.
Development of Job Aids - Development of job aids to assist in the training of other employees. First learn the task completely before attempting to teach other employees.

Participation on Task Force Committee or Team - Short- or long-term assignment that affords the opportunity to develop new skills.

The following are some factors affecting the feasibility of achieving goals that should be considered:

1. Other commitments - Current work schedule, family, hobbies, community obligations, etc.

2. Previous learning experiences - Different people learn under different situations. Consider the types of learning experience that were most beneficial. Also, consider the topics of study most enjoyed.

3. Desire to achieve the goal - Goals don't have to be lofty. That can lead to disappointment. Strive for attainable goals.

4. Knowledge of the organization - Find out about forecasted staffing needs, expected vacancies and reorganizations, and what skills the organization will be needing. This is very important. Supervisors may be an excellent source for this information. Also, read the organization's strategic plans, read the employee newsletters, listen to what is being said at staff meetings. All of these are sources of organizational information.
5. Honest self-appraisal - Use feedback from supervisors, peers, and career counselors to develop a realistic picture of strengths and areas for development. Goals should play up strengths. If weak in one or more of the critical competency areas critical to reaching goals, the following question should be asked, “How feasible is it to develop these skills to the point of reaching the goal?”

6. Resources needed - How much time and money are necessary to achieve the goal, both personal and organizational?

By assessing abilities, how much work is involved, the attainability of a particular goal, and a willingness to take on the work, identified goals are more likely to be achieved. Setting realistic goals may initially take some time and effort, but it will be worth it in the long run. All good planning strategies start with defining the end goals

.

Supervisor-Employee Discussion

The discussion is an opportunity for the supervisor and employee to review plans for achieving goals while considering career goals and the organization's particular needs. As a result of the discussion, supervisors and employees will develop an IDP and commit to the resources needed.

Supervisor's Preparation for Discussion

1. In preparation for discussion, reflect back to Step Two: Identify Performance and Developmental Priorities and Step Three: Determine Short and Long Term Goals & Developmental Objectives. Consider the job and the standards for doing the job, particularly the job description and performance appraisal. Consider the knowledges, skills, and abilities most necessary for performing the job well.

2. Consider organization's needs over the next several years to include strategic plans, mission changes, changes in technology, expected turnover, staffing needs, program plans, and future needs for particular skills.

3. After projecting needs, consider potential to meet the needs. This assessment should focus on indicators of potential such as educational pursuits, self-study, formalized training, developmental assignments, special assignments, and membership on teams/task forces.

4. Project short- and long-term goals and rough ideas of training and experience aimed at the knowledges, skills, and abilities to achieve these goals.

Employee’s Preparation for Discussion

This discussion should be informal and frank. Come to the meeting with your draft IDP after having completed Step One: Determine Where You Stand Through Assessment Step Two: Identify Performance and Developmental Priorities, Step Three: Determine Short and Long Term Goals & Developmental Objectives and Step Four: Explore Development Options and Select Activities.

If it looks like participation in one of the developmental activities or training courses is impossible, supervisors can explain the reasons. One of the advantages of the discussion is to find out about what activities can be supported by the organization and what constraints management is under from budget, policy, or time standpoints.

This information is needed in order to develop a practical and feasible plan. Be prepared to support identified developmental activities, especially those activities that are not related to performance priorities. Ask, "How will the organization benefit from this developmental activity?”

The supervisor should not be expected to answer all questions. The supervisor may have to go to higher levels to get information, especially about future organizational changes and needs. The meeting does not have to resolve all issues. Human Resources can be contacted to answer questions about qualification requirements, classification, position duties and responsibilities.

The IDP discussion is not a performance appraisal. Discussion about strengths and developmental needs are an important part of the IDP planning process. Developmental needs are isolated simply to see where gaps exist and where developmental activities may help to achieve goals. Performance appraisals focus on the past while IDPs focus on the future. Remember, IDPs do not imply always rising in the organization, just as career development does not always mean a promotion.

IDPs foster developing as much as possible in current work or future work. That development should be the topic of discussion.
Preparing an IDP is the foundation of a career partnership between supervisors and employees. There will be questions throughout the process; however, once the IDP is completed, a more formal development discussion should occur. The objective of the development discussion is to gain support for a plan of action and to modify the IDP as necessary.

A meeting should be scheduled in a neutral place such as a conference room to discuss the IDP. Stay focused in the meeting and stay focused on the task at hand - discussing career development and agreeing on a plan of action.

Supervisors and employees should be in agreement regarding performance priorities. However, support for identified developmental activities relative to talents and career goals, does not require total agreement.

As previously stated, be prepared to discuss the developmental activities, especially those activities that are not related to performance priorities. Ask “how will the organization benefit from this developmental activity?”

Actively listen, Ask questions, Clarify for understanding. Be flexible and open to new ideas. Supervisors may have a broader view of what is happening in the organization and may make suggestions that will be beneficial.

Refer to Attachment 9: Individual Development Plan Sample

Refer to Attachment 10: Individual Development Plan

Once supervisors and employees agree on the IDP, by signing the form, the foundation for a career development partnership is established. You are now ready to take action and complete the activities that were agreed to. For formal training, Office of Education should be consulted about enrolling in the courses. If developmental assignments are to be completed, an action plan must be developed. Follow through and locate the resources that are needed to read a book and complete self-study. Circumstances may require that adjustments be made such as workloads. Try to stay on track even though circumstances may arise that require making adjustments to the plan.

The IDP process is an on-going, continuous process of growth and development. The IDP should be periodically reassessed to determine its effectiveness in terms of objectives, developmental activities, and the need to update. At a minimum, an IDP should be reviewed semi-annually.
Documenting progress can be accomplished using the VISN 2 HPDM Toolbox. The Portfolio can not only track the completion status of the developmental activities that were selected but also record those that received support by the supervisor and those that will be completed based on personal developmental needs.

The official training record for VISN 2 employees is TEMPO. Training events and activities are currently documented as outlined in the Office of Education Performance Measure Guidelines. The practical measure of what needs to be documented is based upon learning objectives that are met through either structured training or informal learning processes.

Formulating the IDP involves activities that involve a review of the current job, an exploration of job and career options, setting of goals and priorities, drafting the plan, presenting it for supervisor review and establishing the final working IDP document.

The creation of the IDP is a learning process and as such it has been acknowledge that the process should be counted as a learning experience. Due to the wide range of actions that can be taken in the process of creating the IDP, a model has been adopted to account for complexity levels used to accomplish the goal of creating an IDP with corresponding training hour credits. Please refer to Attachment 11: TEMPO IDP Guidelines. 

In addition to documenting the IDP creation process into TEMPO, it is important to document the completion of activities supporting the IDP into TEMPO. All structured training activities such as classroom instruction; computer-based instruction and formalized presentations should be documented in TEMPO. The practical guide here is to consider what you might put into a job resume or a training record that would be shown to a future employer. 

Activities such as on-the-job informal training or worksite learning sessions may be documented as well. Examples of worksite activities include those developmental activities found on the VISN 2 HPDM Toolbox website. The TEMPO team has available abbreviated entry forms to allow easy tracking of informal learning activities. Please check with your local TEMPO Coordinator for copies of the TEMPO Worksite Learning Form.

You have the responsibility for documenting and can choose whether to record the use of other resources that you use in the completion of developmental objectives e.g. books, videos, etc.

Question

I am interested in attending a one-day seminar I just found out about. It is not in my IDP. Can I still go?

Answer

The IDP attempts to identify all your developmental 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 necessarily mean you cannot attend. After getting your supervisor’s support for the seminar, check with the appropriate source at your site, e.g. the Office of Education, Care Line Manager, or Human Resources for available funding.

Question

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

Answer

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 stay in their current jobs still must work at keeping skills current, remaining productive, and being successful. Quite a few jobs will not look the same in two years. Requirements are constantly changing, and it is critical to be current, if not ahead of the change.

Question

I am not interested in career development now. Can I decide not to prepare an IDP this year?

Answer

All supervisors in VISN 2 are specifically required to have an IDPs for FY 2004, there are no exceptions. Therefore, supervisors must provide the employees they supervise the opportunity to have a new or revised IDP.

For the future the plan is to have IDP’s in place for all VISN 2 employees. During FY 04 and FY 05, Management and Labor will work out the details for a uniform IDP process. Organizations are expected to work with employees to develop IDPs that address mission-related needs as well as employee development objectives. It is expected that employees will have the option to say “no” and the supervisor will agree. In that event the employee and their supervisor should sign the IDP form to show that an opportunity to complete an IDP was provided.

Question

I will be retiring next year, how would I benefit from having an IDP?

Answer

There are a number of benefits that could derive from having an IDP in place even though you do not plan to continue much longer in your Federal career. While the IDP can be designed to extend past a year, performance priorities are usually focused on a shorter period of time, and the IDP process provides a tool for supervisors and employees to reach agreement on goals and developmental needs in the short as well as longer term. Also, you might find it beneficial to share your knowledges and expertise with your colleagues in the form of a mentoring relationship so there might be minimal “brain drain” when you retire. You also might benefit from gaining exposure to or refreshing your skills in areas which will enhance your job proficiency while still working and which you will be able to use after retirement.

Question
Where can I get more information and guidance on the IDP process?

Answer

Human Resource Management and the Office of Education can be contacted at your facility.




Employee Check Sheet

Attachment 1: HPDM Toolbox Employee Interest Checklist

Listed below are the eight High Performance Development Model (HPDM) Core Competencies and typical work behaviors.  Pick out 2 behaviors from each competency that you feel are of the highest importance to your job.  Using a Rating of 1-4 rate the amount of training you need to improve in that behavior.

[
1-----------------2-----------------3------------------4
]


little
more
still more
large

See the example below:

	
	Creative Thinking

	Rating
	

	4
	Solving problems creatively

	
	Creating new ways to improve quality, efficiency or other gains

	
	Creating different ways of doing a task

	2
	Thinking in terms of what is possible

	
	Being able to apply creative-thinking to your job


++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++++

Your turn ...
	
	Creative Thinking

	Rating
	

	
	Solving problems creatively

	
	Creating new ways to improve quality, efficiency or other gains

	
	Creating different ways of doing a task

	
	Thinking in terms of what is possible

	
	Being able to apply creative-thinking to your job

	
	

	
	Customer Service

	Rating
	

	
	Being courteous with patients, visitors, and co-workers

	
	Being highly responsive to requests for help, information and services

	
	Seeking to go beyond what the customer requests and do something extra to be helpful

	
	Assisting customers in making informed decisions

	
	Improving work processes and systems to make them customer-friendly

	
	

	
	Flexibility/Adaptability

	Rating
	

	
	Looking for better ways to "the way we've always done it"

	
	Remaining calm in high-pressure situations (i.e.  disappointments)

	
	Adapting your style to the needs of employees and co-workers

	
	Handling multiple projects and duties, setting priorities as needed

	
	Dealing effectively with your own and others' fears of change

	
	

	
	Interpersonal Effectiveness

	Rating
	

	
	Treating others with respect and really listening while they are speaking

	
	Inviting contact and being easy to approach

	
	Sharing information and working well with others

	
	Handling and settling disagreements effectively 

	
	Keeping commitments

	
	

	
	Organizational Stewardship

	Rating
	

	
	Understanding of the mission, vision, and values of the organization and the "One VA" concept

	
	Being able to speak in a positive way about the organization and its people

	
	Accepting responsibility for your, others, and the organization's development

	
	Working to accomplish the goals of the VA

	
	Managing resources to obtain the best value

	
	

	
	Personal Mastery

	Rating
	

	
	Planning each day's work

	
	Managing yourself effectively, including time and physical/emotional health 

	
	Taking initiative and participating in self-development activities 

	
	Seeking information on how others view me and improving behavior and skill as needed

	
	Providing feedback and coaching other employees on their development

	
	

	
	Systems Thinking

	Rating
	

	
	Understanding VA healthcare and how it is delivered

	
	Understanding the Network (VISN) healthcare delivery system

	
	Being able to explain how one's work contributes to the mission

	
	Understanding the roles and responsibilities of others in one's work group

	
	Knowing how your role relates to others in the organization

	
	

	
	Technical Skills

	Rating
	

	
	Demonstrating operational and technical literacy

	
	Maintaining and upgrading skills and knowledge necessary to perform assigned duties 

	
	Using available technology effectively (i.e.  voice mail, Vista, computer software)

	
	Assuring a high level of safety and quality in the workplace

	
	Participating in measuring outcomes of work


Please use the space provided below to mention your specific training needs required for your job:

After completing the survey, if you wish to share this information with your supervisor, please sign this form.

Employee Name: 











Attachment 2: Sample Self-assessment Questions

Before starting this assessment, review and reflect on your position description and past performance appraisals. Do not write down the answers to all the following questions or show them to anyone. Your answers are personal. Instead make notes for your own use. 

1. What assignments did I like doing last year?

2. What assignments did I not like?

3. In what areas of my job do I excel? At what work in general do I excel?

4. What areas do I need to improve or develop? Do these areas hinder my ability to do a good job? 

5. What kinds of assignments would I like to have this year including different or new work? STATE YOUR IMMEDIATE SHORTRANGE GOAL(S).

6. What work would I not like to be assigned to this year, if possible?

7. What skills or knowledges are necessary to do the work I'd like to do? Is there someone I can ask?

8. Do I have these skills/knowledges already? How strong -- or do I need to develop or strengthen these skills/knowledges?

9. What kinds of training or experience would I need to develop in these areas? How extensive would the training have to be?

10. Is it feasible for me to develop these skills? GO BACK TO QUESTION #5. Look at your short-range goal. Are they realistic and attainable?

11. Keeping in mind my strengths (#3) and areas I need to improve or develop (#4), job opportunities in my organization, and the work I like, STATE YOUR LONG-RANGE GOAL(S) (2-5 years).

12. What skills/knowledges are necessary to do the work defined in my long-range goal(s)?

13. Which of these skills/knowledges do I already have? What would I consider my level of competence to be?

14. What kinds of training/experience do I need to develop these skills? How much? How long will it take?

15. Is it feasible for me to develop these skills? GO BACK TO #12. LOOK AT YOUR LONG-RANGE GOAL(S). ARE THEY REALISTIC? PLAN A COURSE OF ACTION.

Use the information you gather here to create your priorities and developmental goals.


Attachment 3: The Party – Career Choices


[image: image2.wmf]R
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1. Which corner of the room would you be instinctively drawn to, as the group of people you would most enjoy being with for the longest time? (Leave aside any question of shyness, or whether you would have to talk to them.) 

Write the letter for that corner here: 


2. After fifteen minutes, everyone in the corner you have chosen, leaves for another party cross-town, except you. Of the groups that still remain now, which corner or group would you be drawn to the most, as the people you would most enjoy being with for the longest time? Write the letter for that corner here: 


3. After fifteen minutes, this group too leaves for another party, except you. Of the corner. And groups, which remain now, which one would you most enjoy being with for the longest time?

Write the letter for that corner here: 








Review the results of the Party questions to see if your interests are aligned with the type of work you currently do. If your interests lie in other career paths, you can create some developmental goals that will help you move towards your interest area(s). If your interests and your current job are in alignment, concentrate on goals that lead you to increasing your success.

Attachment 4: Life-Planning Program

The intent of this tool is so you can illustrate the trends of change over time. Each of us experience months or years where we are either at a peak or have hit the depths. By reviewing those moments, you are better able to define what was happening during those times that you would either like to repeat or to distance. To renew your passion for what you like to do best, use to tool, make notes, and recall situations, goals and accomplishments. 

1: Using the pattern of a business progress chart, draw a line that depicts the past, present, and future of your career.

Write a brief description of the career line you have drawn.

2: Draw a line that depicts the past, present, and future of your personal affiliations (family and friends).


Write a brief description of the affiliation line you have drawn.

3: Draw a line that depicts the past, present, and future of your personal development (Consider every level from personal growth to material acquisition).


3b: Write a brief explanation of the personal development line you have drawn.

Attachment 5: Life-Planning Program Sample

The intent of this tool is so you can illustrate the trends of change over time. Each of us experience months or years where we are either at a peak or have hit the depths. By reviewing those moments, you are better able to define what was happening during those times that you would either like to repeat or to distance. To renew your passion for what you like to do best, use to tool, make notes, and recall situations, goals and accomplishments. 

1: Using the pattern of a business progress chart, draw a line that depicts the past, present, and future of your career.




Write a brief description of the career line you have drawn.

After school things were great, then I became bored, I changed career paths but now things have leveled off.
2: Draw a line that depicts the past, present, and future of your personal affiliations (family and friends).







Write a brief description of the affiliation line you have drawn.

Moving into a new area created problems, I got married but now things are quiet, I need to feel more connected

3: Draw a line that depicts the past, present, and future of your personal development (Consider every level from personal growth to material acquisition).






3b: Write a brief explanation of the personal development line you have drawn.

My peak levels of fulfillment have corresponded to those timse I have been in active learning environments.

Attachment 6: Career/Job Renewal Work Sheet

A. Analyze the good and not-so-good aspects of your current or most recent job. List your most important responsibilities below. Then place a check mark in one of the boxes for each category to the right to indicate the degrees of challenge, accomplishment, and enjoyment that each responsibility gives you. (L = Low; H = High).

	
	Amount of

Challenge
	Feeling of Accomplishment
	Level of

Enjoyment

	Most Important Responsibilities
	L
	
	
	
	H
	L
	
	
	
	H
	L
	
	
	
	H

	
	1
	2
	3
	4
	5
	1
	2
	3
	4
	5
	1
	2
	3
	4
	5

	1. 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	2. 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	3. 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	4. 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	5. 
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


B. Briefly describe the aspects of your work listed below and check the degree of satisfaction that each one affords you.

	
	Low
High

	Working Conditions
	1
	2
	3
	4
	5

	Relationships with Co-Workers
	
	
	
	
	

	Supervision Received
	
	
	
	
	

	Having Clear Responsibilities
	
	
	
	
	

	Job Security
	
	
	
	
	

	The Kind of Work I Do (The Work Itself)
	
	
	
	
	

	Feeling of Personal Accomplishment
	
	
	
	
	


C. Below are some items that will help you to examine your job duties and how you experience them. Check the questions that you would like to address as parts of your career-renewal project.

	
	I am not aware of all of the job duties required of me.

	
	I need to better understand my job requirements and how to accomplish them.

	
	I need to identify my key strengths and problem areas on the job.

	
	How can I keep up with new developments in my field?

	
	In my present job, are there skills required of me that I can improve?

	
	In my present job, what new things can I do that will enhance my skills?

	
	Are there new activities that I can do or skills that I can acquire that will further my 

	
	approach toward achieving my overall goal?


D. Review you responses to parts A,B, and C. Decide what aspects of your current job you most want to focus on as an object for renewal. Describe it in your own words.

Attachment 7 - Performance Priority Worksheet Sample

Performance Priority Worksheet

(To Be Completed Jointly by Supervisor and Employee)

To ensure a development plan is realistic and will be related to current position, supervisors and employees should identify and discuss three performance priorities expected to be achieved in the next six to twelve months. The priorities define success and reveal the bottom line for measuring performance. Remember, performance priorities must be a reflection of organizational strategic plans, action plans, and day-to-day operational needs. Do not include personal or developmental goals. For personal or developmental goals please use the other assessment tools provided in this guide.

Date:


Employee's Name:

Supervisor's Name:

Performance Priority One:

Maintain Director’s calendar and schedule

Performance Priority Two:

Establish and maintain filing system

Performance Priority Three:

Uses multiple computer skills to prepare a variety of documents

Attachment 8 - Performance Priority Worksheet

Performance Priority Worksheet

(To Be Completed Jointly by Supervisor and Employee)

To ensure a development plan is realistic and will be related to current position, supervisors and employees should identify and discuss three performance priorities expected to be achieved in the next six to twelve months. The priorities define success and reveal the bottom line for measuring performance. Remember, performance priorities must be a reflection of organizational strategic plans, action plans, and day-to-day operational needs. Do not include personal or developmental goals. For personal or developmental goals please use the other assessment tools provided in this guide.

Date:

Employee's Name:

Supervisor's Name:

Performance Priority One:

Performance Priority Two:

Performance Priority Three:

 Attachment 9 –Individual Development Plan Sample

	EMPLOYEE NAME

     
	POSITION TITLE

     
	CARE LINE & SECTION

     
	SUPERVISOR’S NAME

     
	TIME FRAME FOR IDP

     

	SHORT TERM CAREER GOALS (WITHIN 1 YEAR)

     
	LONG TERM CAREER GOALS (2-3 YEARS)

     

	DEVELOPMENTAL GOAL

(INCLUDING RELEVANT JOB COMPETENCY)
	KNOWLEDGE & PERFORMANCE OBJECTIVE (DESIRED OUTCOMES)
	

DEVELOPMENT OPPORTUNITY




GOAL REVIEW


(ACTIVITY, RESOURCES NEEDED, COST)

START
FINISH
REVIEW
STATUS








DATE
DATE
DATE



	Knowledge and ability to use the computer programs
	Develop ability to schedule meetings and coordinate events using Microsoft Outlook Calendar
	VA Learning Online –

Microsoft Outlook 2000 Introduction: Calendar, Tasks, and Notes, 4 hrs, No Cost
	Jan 04
	Feb 04
	12/31/04
	 FORMDROPDOWN 


	
	
	VA Learning Online –

Microsoft Outlook 2000 Intermediate: Calendar, Tasks, and Notes, 4 hrs, No Cost
	Feb 04
	Mar 04
	
	 FORMDROPDOWN 


	
	
	     
	     
	     
	
	 FORMDROPDOWN 


	Demonstrate effective interpersonal communication techniques
	Develop the ability to receive and accept good and bad feedback
	Book – The Art of Giving and Receiving Feedback. Poertner/Miller, $12, 100pgs/5hrs
	Mar 04
	Jun 04
	12/31/04
	 FORMDROPDOWN 


	
	
	HPDM Toolbox - To More Actively Seek and Utilize Feedback About Your Job Performance, OJT Exercise, spans several months – est. 4 hours
	Apr 04
	Aug 04
	
	 FORMDROPDOWN 


	
	
	     
	     
	     
	
	 FORMDROPDOWN 


	     
	     
	     
	     
	     
	12/31/04
	 FORMDROPDOWN 


	
	
	     
	     
	     
	
	 FORMDROPDOWN 


	
	
	     
	     
	     
	
	 FORMDROPDOWN 


	     
	     
	     
	     
	     
	12/31/04
	 FORMDROPDOWN 


	
	
	     
	     
	     
	
	 FORMDROPDOWN 


	
	
	     
	     
	     
	
	 FORMDROPDOWN 


	Employee Signature/Date   






 

Employee Declined IDP for Current Time Frame

 FORMCHECKBOX 

Supervisor Signature/Date   






 

I Will Use Protected Time for Learning Program

 FORMCHECKBOX 




Please Note: this is a sample. The electronic version of the blank form may be opened by double-clicking on this icon - 

Attachment 10 - Individual Development Plan

	EMPLOYEE NAME

     
	POSITION TITLE

     
	CARE LINE & SECTION

     
	SUPERVISOR’S NAME

     
	TIME FRAME FOR IDP

     

	SHORT TERM CAREER GOALS (WITHIN 1 YEAR)

     
	LONG TERM CAREER GOALS (2-3 YEARS)

     

	DEVELOPMENTAL GOAL

(INCLUDING RELEVANT JOB COMPETENCY)
	KNOWLEDGE & PERFORMANCE OBJECTIVE (DESIRED OUTCOMES)
	

DEVELOPMENT OPPORTUNITY




GOAL REVIEW


(ACTIVITY, RESOURCES NEEDED, COST)

START
FINISH
REVIEW
STATUS








DATE
DATE
DATE



	     
	     
	     
	     
	     
	3/31/04
	 FORMDROPDOWN 


	
	
	     
	     
	     
	
	 FORMDROPDOWN 


	
	
	     
	     
	     
	
	 FORMDROPDOWN 


	     
	     
	     
	     
	     
	3/31/04
	 FORMDROPDOWN 


	
	
	     
	     
	     
	
	 FORMDROPDOWN 


	
	
	     
	     
	     
	
	 FORMDROPDOWN 


	     
	     
	     
	     
	     
	3/31/04
	 FORMDROPDOWN 


	
	
	     
	     
	     
	
	 FORMDROPDOWN 


	
	
	     
	     
	     
	
	 FORMDROPDOWN 


	     
	     
	     
	     
	     
	3/31/04
	 FORMDROPDOWN 


	
	
	     
	     
	     
	
	 FORMDROPDOWN 


	
	
	     
	     
	     
	
	 FORMDROPDOWN 


	Employee Signature/Date   






 

Employee Declined IDP for Current Time Frame

 FORMCHECKBOX 

Supervisor Signature/Date   






 

I Will Use Protected Time for Learning Program

 FORMCHECKBOX 



Attachment 11: TEMPO Guidelines for Reporting IDP Activities

TEMPO Guidelines for Reporting IDP Activities

Training to be reported into TEMPO can both be granted as a result of the process used for creating the Individual Development Plan (IDP) as well as to document the completion of activities and the use of resources outlined in the IDP.

Please refer to the table below for determining the number of training hours to be credited for the completion of the IDP that will be submitted and approved by the employee’s immediate supervisor. Each Level increases in difficulty and assumes activity completed at the lesser Level.

	Complexity
	Level 1
	Level 2
	Level 3
	Level 4

	Activity
	
	
	
	

	Review of job related documentation
	Review Position Description and previous year’s performance review
	Review and update job competencies
	Itemize current tasks, review PD for additions/ changes
	Review several years of documentation and determine trends and patterns

	Self-assessment
	Use one of the self-assessment tools to identify how you would like focus your development
	Use multiple tools provided in this guide to guide your developmental priorities
	Meet with your immediate supervisor to discuss developmental options
	Use a 360 degree assessment tool or visit internet web sites to do other forms of self-assessment

	Identify Performance and Developmental Priorities
	Use the results of your self-assessment and make a list of priorities
	Use the self-assessment results and review them with your supervisor to determine priorities
	Review organizational goals and plans and set up a meeting with your supervisor to determine priorities
	List your job tasks, pick priorities, reach consensus with your supervisor as well as listing your personal developmental priorities

	Set Short/Long Term Goals & Developmental Objectives 
	Create short goal statements. Assign one objective to each priority
	Check the skills/ competency checklist for your position and assign objectives for designated priorities
	Compile the performance and personal developmental goals and review them with your supervisor
	Confirm with others besides your immediate supervisor the validity of your objectives

	Explore Developmental Options and Select Activities
	Use the VISN2 HPDM Toolbox or similar resource to select activities
	Search out other forms of educational resources related to objectives
	Create specialized learning activities to attain objectives
	Consult with your mentor and review information on professional growth

	Finalize the IDP
	Draft the proposed IDP, get approval and work out the resource plan to accomplish the objectives
	Same
	Same
	Same

	Training Credit
	4 hrs
	8 hrs
	12 hrs
	16 hrs


The activities provided under each level are in-line with the intent of the IDP process. Each individual may elect to do a variation on the theme but generally the outcomes will be the same.

This reference is only for the development of the IDP. Please check with your local TEMPO Coordinator should you have questions about documenting formal and informal training.

Strategic Plans





Action Plans





Performance Priorities





Skills Needs Assessment





Individual Development Plans
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Investigative – Biology; Chemistry; Earth Sciences; Economics; Geography; Geology; Mathematics; Physics; Psychology; Chemical Engineering; Electrical Engineer; Biological Science; Electrical Engineering Technology; Electronics; Materials Science; Electrical Power.





Realistic – Pre-forestry; Civil Engineering; Industrial Engineering; Mechanical Engineering; Civil Engineering Technology; Urban Planning Technology; Architectural Construction Technology; Dietary Technology; Architectural/ Mechanical Drafting Technology; Police Science Technology; Private Security and Public Safety; Medical Technology Mechanical Engineering.





Artistic – English; Art History; Art; Educational Media; Advertising Art; Commercial Art Technology; Public Administration Technology; Graphic Technology; Design Technology; Drafting, Studio Art – Commercial Art, Crafts, General, Painting, Printmaking, Sculpture; Theatre; Applied Music – Theory & Composition, Vocal, Instrumental, and History/Literature.





Conventional – Accounting; Accounting Technology; Transportation Management Technology; Computer Technology; Secretarial studies; Executive Technology; Legal/Medical Office management; Secretarial Studies; Word Processing; Clerk Typist; Stenographer; Court Reporting; Computer Science.





Enterprising – Finance; General Administration; Industrial & Transportation Management; Industrial, Management & Retail Marketing; Public Administration; Management Engineering; Business Education; Real Estate; Marketing Technology; Law Enforcement Administration; Advertising Technology; Business Management Technology.





Social – American Studies; History; Anthropology; Foreign Languages; English; Health; Physical Education; Political Science; Sociology; Religious Studies; Speech; Special Education; Pre-Law; Communications; Child Care; Corrections; Dental Hygiene; Dietary Technician; Home Economics; Food & Nutrition; Medical Assistant; Classical Studies; Elementary and Secondary Education; Nursing.
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VISN 2


INDIVIDUAL DEVELOPMENT PLAN (IDP)




		EMPLOYEE NAME


     

		POSITION TITLE


     

		CARE LINE & SECTION


     

		SUPERVISOR’S NAME


     

		TIME FRAME FOR IDP


     



		SHORT TERM CAREER GOALS (WITHIN 1 YEAR)


     

		LONG TERM CAREER GOALS (2-3 YEARS)


     



		DEVELOPMENTAL GOAL


(INCLUDING RELEVANT JOB COMPLETENCY)

		KNOWLEDGE & PERFORMANCE OBJECTIVE (DESIRED OUTCOMES)

		


DEVELOPMENT OPPORTUNITY




GOAL REVIEW



(ACTIVITY, RESOURCES NEEDED, COST)

START
FINISH
REVIEW
STATUS









DATE
DATE
DATE





		     

		     

		     

		     

		     

		3/31/04

		 FORMDROPDOWN 




		

		

		     

		     

		     

		

		 FORMDROPDOWN 




		

		

		     

		     

		     

		

		 FORMDROPDOWN 




		     

		     

		     

		     

		     

		3/31/04

		 FORMDROPDOWN 




		

		

		     

		     

		     

		

		 FORMDROPDOWN 




		

		

		     

		     

		     

		

		 FORMDROPDOWN 




		     

		     

		     

		     

		     

		3/31/04

		 FORMDROPDOWN 




		

		

		     

		     

		     

		

		 FORMDROPDOWN 




		

		

		     

		     

		     

		

		 FORMDROPDOWN 




		     

		     

		     

		     

		     

		3/31/04

		 FORMDROPDOWN 




		

		

		     

		     

		     

		

		 FORMDROPDOWN 




		

		

		     

		     

		     

		

		 FORMDROPDOWN 




		Employee Signature/Date   






 

Employee Declined IDP for Current Time Frame

 FORMCHECKBOX 


Supervisor Signature/Date   






 

I Will Use Protected Time for Learning Program

 FORMCHECKBOX 
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STATUS KEY:

A
Developmental objective accomplished 
D
Developmental objective not accomplished.


B
Developmental objective accomplished although employee did not complete designated activities 
E
Developmental objective no longer applies.


C
Progress made but further development is required.
Page 1 of 1
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