Individual Development Plan (IDP)
Leader Overview
The IDP is a practical, employee-owned roadmap for growth. It should turn reflection and feedback into a small number of meaningful priorities, supported by clear actions, evidence of progress, and regular conversations with their leader.
Purpose and desired outcome
The assignment is intended to connect the employee's career interests with the capabilities and experiences that matter most in their current role. By the end of the process, the employee and leader should be aligned on two or three development priorities, how success will be recognized, what actions will be taken, and what support is required. The plan supports development; it is not a performance rating or a commitment to promotion.
What this assignment should accomplish
Create space for honest reflection on strengths, aspirations, recent lessons, and development needs.
Focus attention on two or three priorities that are relevant, achievable, and observable.
Translate each priority into practical experience, exposure, coaching, or learning activities.
Establish a simple accountability rhythm based on evidence, feedback, and agreed next steps.
Employee ownership
Prepare the initial draft before meeting with their leader, drawing on recent feedback and experience.
Keep the action tracker current, record evidence of progress, and raise barriers early.
Arrive at each review ready to discuss progress, recommend adjustments, and confirm next steps.

Working rhythm
	Timing
	Employee responsibility
	Leader conversation

	Annual
	Complete the full plan and share the draft in advance.
	A focused 60-minute planning discussion.

	Monthly
	Update actions, evidence, due dates, and barriers.
	A brief check-in within the regular one-to-one.

	Quarterly
	Assess progress and recommend any changes.
	A 30-minute formal development review.

	As needed
	Refresh affected goals within 30 days of a material change.
	Reconfirm priorities, support, and success measures.



The Leader's role: Coach and challenge the employee's thinking, connect development to the needs of the role and business, create access to meaningful opportunities, and help remove barriers. The employee remains accountable for maintaining the plan and following through.


Individual Development Plan (IDP) Template
Use this two-page plan to align career aspirations, current-role growth, development actions, and review cadence.

1. Employee & Plan Details
	Employee Name
	
	Current Role
	

	Manager
	
	Department / Team
	

	Plan Start Date
	
	Plan Review Date
	



2. Career Reflection & Direction
	Career aspiration
	Where do I want to grow over the next 12-24 months?



	Current strengths
	What strengths can I leverage more intentionally?



	Growth opportunities
	What capability gaps or experiences would help me progress?



	Past year reflection
	What accomplishments, challenges, lessons learned, and moments of growth from the past year should inform this plan?





3. Development Goals
	Goal
	Why it matters
	Success measure

	Goal 1:
	
	

	Goal 2:
	
	

	Goal 3:
	
	


Tip: Keep goals specific, observable, and realistic within the review period.


Individual Development Plan - Progress & Support

4. Support, Resources & Accountability
	Manager support needed
	Coaching, feedback, stretch assignments, visibility, introductions, etc.



	Resources needed
	Budget, learning tools, time allocation, mentoring, documentation, etc.



	Potential barriers
	What could slow progress, and how will we address it?



	Accountability rhythm
	How often will we check in? What evidence of progress will be reviewed?





5. Action Tracker
	Action
	Due date
	Status
	Notes / evidence

	
	
	Not started / In progress / Complete
	

	
	
	Not started / In progress / Complete
	

	
	
	Not started / In progress / Complete
	

	
	
	Not started / In progress / Complete
	

	
	
	Not started / In progress / Complete
	



7. Review Notes & Adjustments
	Review date
	Progress discussed
	Adjustments / next steps

	
	
	

	
	
	




8. Agreement
	Employee signature
	
	Date
	

	Manager signature
	
	Date
	





	
Developed by The Vantage Talent Group Inc. Used with permission.

