	PRIVACY ACT STATEMENT. AUTHORITY - Title 5 U.S.C., S 4103 & EO9397. Requested information, including SSN, is voluntary and is intended to be used by employees/supervisors/managers in planning and scheduling training and development activities.

	INDIVIDUAL DEVELOPMENT PLAN (IDP)

	NAME:
	SSN:
	ORG:

	POSITION TITLE/GRADE:
	

	
	LEVEL OF KNOWLEDGE/SKILL

	
	HAS
	NEEDS

	COMPETENCIES REQUIRED IN CURRENT JOB
	
	REFRESHER
	TRAINING

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	DEVELOPMENTAL GOALS & OBJECTIVES
	12 MONTH
	1-3 YEARS

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	TRAINING NEEDS

	COURSE TITLE
	PRI
	TYPE
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	DATE
	TUITION

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	 
	 
	 
	 
	 
	 

	CAREER AND SELF-DEVELOPMENT NEEDS

	 

	 

	 

	 

	CERTIFICATION: I certify that I will support the training & development outlined on this plan. 

SIGNATURES:

	SUPERVISOR - DATE APPROVING OFFICIAL - DATE EMPLOYEE - DATE

	INSTRUCTIONS FOR COMPLETING AN
INDIVIDUAL DEVELOPMENT PLAN (IDP)

	EMPLOYEE
	SUPERVISOR

	A. Identify the competencies, skills, and knowledge needed for your current job, and list them in the "Competencies Required in Current Job" section. Closely analyze your position description and performance standards to ensure accuracy.
	A. Review/modify/approve the employee's assessment of his/her competencies. Be sure to consider Organizational needs (those prescribed by law/regulation/policy and those required by installation-unique mission), Occupational needs (those determined or prescribed by career programs and fields), and Individual needs (those identified by employees and supervisors which are needed to perform assigned or planned duties).

	B. Determine the level of your knowledge and skill and indicate in the appropriate column. "Has" means you have mastered the area. "Refresher" indicates a review is needed to strengthen/renew the skills. "Training" indicates a more involved training or development activity should occur (On-the-Job Training (OJT), formal training, college course, etc).
	B. Indicate the priority level of each identified training need. Priority I means the training is essential for mission accomplishment or acceptable job performance, is mandated by higher authority, or is an ACTEDS leader development core course. Priority II means the training is needed for effective performance and to improve the quality of mission accomplishment. Priority III means the training is recommended to improve or enhance competencies, skills, and knowledge needed on the job. Show recommended source of the training, if known, and any tuition or Temporary Duty (TDY) cost involved.

	C. Identify specific mission-related and/or required courses and list in the "Training Needs" section. Indicate any additional "Career and Self-Development Needs," e.g., Communication Skills, Writing Skills.
	C. In conjunction with the employee, identify and list other "Developmental Goals and Objectives," e.g., college courses, special projects, cross training, OJT, coaching/mentoring, reading program, self-study. Indicate the time period during which these must occur.

	D. Submit the plan to your supervisor for review and approval.
	D. After completion, sign and date the IDP in the certification section to indicate your approval and commitment to the plan.

	E. After final approval, sign and date the IDP to indicate your commitment to the plan.
	E. Maintain the IDP on file for reference during the year.


