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What is an Individual Development Plan (IDP)? 
 
An Individual Development Plan (IDP) is a tool used to equip and empower employees to reach 
short and long-term career goals. While it’s designed to support the growth and development of 
the employee, it should not be used as a performance evaluation tool. Rather, the IDP is focused 
on the employee’s career aspirations, his/her strengths, and his/her long-term learning and 
development needs. IDPs are co-created by the manager and the employee, and should be 
reviewed regularly by both parties.  
 
 
Why should we use an IDP? 
 
Because workplace expectations have shifted. According to Gallup's recent State of the 
American Workplace report, employees are looking for more than just a paycheck and an annual 
performance review, and they aren’t satisfied with a boss who simply manages their work 
progress. On the contrary, they crave an authentic mentoring relationship with their leaders. This 
is especially true of Millennial employees, who rank “opportunities to learn and grow” as one of 
the top three factors influencing their retention. 
 
Exceptional leaders make it their aim to identify, cultivate and champion the long-term 
professional goals of their team members. They stay intellectually curious about their employees 
and consider themselves mentors, not out of selfish gain, but because they want to leave a 
lasting legacy of investment in their people. They don’t just manage; they coach.  
 
 
How do we create an IDP? 
 
Step #1: Schedule an IDP meeting with your team member 
 
In preparation for the IDP meeting, both you and your team member should work independently 
to brainstorm and research development needs unique to the individual team member. 
Additionally, you should both work to identify short and long-term goals that benefit both your 
employee and the organization.  
 
When you schedule the IDP meeting, make sure you take time to cast vision and clarify 
expectations, especially with your new team members. Your employees should look forward to 
their IDP meetings, so make every effort to build excitement and enthusiasm about the process. 
Tell your team members that you want them to come prepared, having thought through their 
learning and development needs and considered potential plans to reach their goals.  
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Employees should ask themselves the following questions as they brainstorm and research: 
 

• What are your long-term career aspirations?  
• What skills (technical, interpersonal, communication, leadership, etc.) would you like to 

develop during your time at our company? 
• What learning or training would help you prepare for your future aspirations, or perform 

better in your current role? 
• What advancements or changes are occurring in the industry or in your department – what 

do you need to do to stay current or cutting edge? 
• Are there specific aspects of our company you would love to learn more about? Specific 

departments you might like to join in the future? 
 
Consider emailing these questions to your team member prior to the IDP meeting.  
 
While your team member is preparing, you should also take time to consider his/her strengths 
and determine the level of investment you and your organization are willing to make in his/her 
growth and development. Do you envision him/her growing into leadership positions? Would you 
like him/her to pursue a specific certification or training? Do you see him/her thriving in a specific 
area of your industry?  
 
Your pre-planning will communicate that you want to leave a lasting legacy of investment in your 
team members. Come prepared to consider the future together, and watch your team members 
grow in confidence and passion. 
 
 
Step #2: Discuss Growth and Development Needs 

 
During the meeting, ask your team member the questions posed above and take notes on his/her 
answers. Make sure to highlight his/her strengths and speak to specific ways he/she brings value 
to your organization. Brainstorm ways you can use your own experience, expertise and 
professional network to help him/her see his/her dreams accomplished. 
 
Emphasis should remain on the growth and development of the team member. Resist the 
temptation to use this as an opportunity to discuss performance evaluations or to point out 
weaknesses. Rather, your goal should be to communicate that you want to identify, cultivate, and 
champion the long-term professional goals of your team member. 
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Step #3: Set Goals and Target Dates 
 
After discussing these questions, work together to set a few specific goals. This works best if you 
create at least one long-term (3-5 year) goal, followed by a few more specific, short-term (1-2 
year) goals. Your team member should work with you to determine what his/her key 
accomplishments should be in the coming year. Make sure to consider how these goals will 
contribute to the organization. 
  
 
 
Step #4: Identify Specific Plans to Reach Goals 
 
Take some time to identify specific learning opportunities, experiences, activities, or training 
needed to accomplish the goals you set together. You can brainstorm together in the IDP 
meeting or set another meeting within a few days to finalize specific plans. 
 
Before making any commitments to your employee, make sure you consider what costs, 
resources, or support will be required. Do not make promises unless you are able to follow 
through for your employee.  
 
A few examples of development opportunities to consider are: 
 

• Formal education (college courses, pursuit of degrees, etc.) 
• Other learning opportunities (workshops, seminars, specialized training, etc.) 
• Certifications or licenses 
• Professional conferences or professional organization membership 
• Networking with experienced colleagues or experts in the field  
• In-house shadowing experiences or mentoring 
• Observing or participating in meetings related to areas of interest 
• Work projects designed to connect to employee goals 
• Resources to explore: books, podcasts, research articles, access to online databases, etc.  

 
 
 
Step #5: Finalize the IDP  
 
Once you have agreed upon goals, plans, and target dates, your team member should complete 
a rough draft of the IDP (see template below). As the leader, take time to review and/or edit the 
IDP before you sign it. Make copies available to your team member, preferably in a location 
where both of you can evaluate progress on a consistent basis. 
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Step #6: Implement the IDP 
 
After you and your team member have signed the IDP, get to work implementing your plans. If 
portions of the IDP require your immediate involvement (time, company resources, scheduling, 
money, etc.), do not delay in implementation. Your lack of initiative will send a message that 
contradicts your stated intentions and goals for the IDP.  
  
 
Step #7: Continue Ongoing Coaching Conversations 
 
Do not make the mistake of discussing the IDP once a year. This process doesn’t work unless 
you continue to coach and mentor your team members. Schedule ongoing conversations related 
to their growth and development. These conversations can take a variety of forms, such as bi-
weekly 15 minute check-ins or monthly meetings focusing on feedback and development. Revise 
and build on the IDP as needed, and don’t forget to ask for feedback on a regular basis. Your 
team member will likely discover new interests, new needs, and new goals and aspirations. You 
want to be there to champion him/her in these new discoveries.  
 



INDIV IDUAL  DEVELOPMENT PLAN ( IDP )

MY GOALS AND
ASPIRATIONS

LEARNING AND
DEVELOPMENT

NEEDS

DEVELOPMENTAL
OPPORTUNITIES

OR PLANS

TARGET
DATES

SUCCESS
CRITERIA

LEADER’S ROLE
(of involvement of others, 

if applicable)

RESULTS
(manager and/or

employee comments)

GOAL 1 (long term)

GOAL 2

GOAL 3

GOAL 4

What are my long-term 
career goals? How do I 

want to grow and develop 
over the next 3-5 years? 
What do I want in life?

What do I need to learn to 
reach this goal? What skills 
do I need to develop? What 

experiences will get 
me there?

What specific steps do I 
need to take to achieve this 
goal? (education, training, 

coaching, projects, 
activities, etc.)

What resources or support 
will I need from others? 

Who can be included in my 
training and development 

in this area?

When do I want to 
complete this goal? Are 

there any milestones I can 
celebrate along the way?

What does success look 
like in this area? How will 

I know I have reached 
my goal?

How is my progress going 
in this area? Do I need to 
make any adjustments to 
the plan? What feedback 

has been offered?

TEAM MEMBER SIGNATURE: LEADER SIGNATURE:


	What do I need to learn to reach this goal What skills do I need to develop What experiences will get me thereRow1: 
	What specific steps do I need to take to achieve this goal education training coaching projects activities etcRow1: 
	What resources or support will I need from others Who can be included in my training and development in this areaRow1: 
	When do I want to complete this goal Are there any milestones I can celebrate along the wayRow1: 
	What does success look like in this area How will I know I have reached my goalRow1: 
	How is my progress going in this area Do I need to make any adjustments to the plan What feedback has been offeredRow1: 
	What do I need to learn to reach this goal What skills do I need to develop What experiences will get me thereGOAL 2: 
	What specific steps do I need to take to achieve this goal education training coaching projects activities etcGOAL 2: 
	What resources or support will I need from others Who can be included in my training and development in this areaGOAL 2: 
	When do I want to complete this goal Are there any milestones I can celebrate along the wayGOAL 2: 
	What does success look like in this area How will I know I have reached my goalGOAL 2: 
	How is my progress going in this area Do I need to make any adjustments to the plan What feedback has been offeredGOAL 2: 
	What do I need to learn to reach this goal What skills do I need to develop What experiences will get me thereGOAL 3: 
	What specific steps do I need to take to achieve this goal education training coaching projects activities etcGOAL 3: 
	What resources or support will I need from others Who can be included in my training and development in this areaGOAL 3: 
	When do I want to complete this goal Are there any milestones I can celebrate along the wayGOAL 3: 
	What does success look like in this area How will I know I have reached my goalGOAL 3: 
	How is my progress going in this area Do I need to make any adjustments to the plan What feedback has been offeredGOAL 3: 
	What do I need to learn to reach this goal What skills do I need to develop What experiences will get me thereGOAL 4: 
	What specific steps do I need to take to achieve this goal education training coaching projects activities etcGOAL 4: 
	What resources or support will I need from others Who can be included in my training and development in this areaGOAL 4: 
	When do I want to complete this goal Are there any milestones I can celebrate along the wayGOAL 4: 
	What does success look like in this area How will I know I have reached my goalGOAL 4: 
	How is my progress going in this area Do I need to make any adjustments to the plan What feedback has been offeredGOAL 4: 
	Signature3_es_:signer:signature: 
	Signature4_es_:signer:signature: 
	goal 1: 
	goal 2: 
	goal 3: 
	goal 4: 


