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	What’s the Purpose of the IDP Handbook?
	This Handbook is designed for employees' personal use.  The purpose of the handbook is to give the reader an overview of the whole Individual Development Plan (IDP) process.

The contents of the handbook cover the step by step procedures on how to develop and prepare an IDP, highlight other relevant points through a series of questions and answers, and provide samples to facilitate understanding of the whole IDP process.

(NOTE:  This Handbook is for informational purposes only.   Statements contained therein do not alter or supersede regulations, personnel policy concerning promotions, reassignments, operating procedures or manual instructions.)



	
	

	
	

	Whose Idea Is the IDP Handbook?

DCHR/OL Initiative
	The Office of Learning (OL) in the Office of the Deputy Commissioner for Human Resources (ODCHR) undertook the initiative to develop an ODCHR/OL IDP Handbook on the development and preparation of the IDP for the employee's personal use.  This initiative represents the Agency's recognition of the need for and firm commitment to making employees aware of one method of which they can take advantage in moving ahead in their careers.



	
	

	
	

	What’s the Policy on Career Development?


	It is the policy of the Social Security Administration (SSA) to encourage permanent employees to enhance their performance and individual career development through various developmental activities included in the IDP.

The authority for career development is found in the Administrative Instructions Manual System, Training Instruction, SSA.g: 03.03.



	
	

	
	

	Where Can I Get Additional Information?
	Additional information on the IDP process may be obtained by contacting:

Office of Learning                               Website: http://learning.ssa.gov/
Suite 100 East High Rise                    (Click on Training Materials/
6401 Security Boulevard                     Career Development)
Baltimore, Maryland 21235               
ATTN: Career Development

410/965-2962

	
	


	What’s An IDP?
	IDP stands for Individual Development Plan.  It can be used to identify planned training and developmental experiences (formal and informal) designed to achieve individual goals consistent with effective and efficient achievement of organizational goals and needs.  It's a means for the motivated employee to initiate a strategy for expanding the work experience and knowledge base of the organization.  Compare it to a road map!  It's a means to get you from here to somewhere over there!



	
	

	
	

	Who Should Develop An IDP?
	The development of the IDP is voluntary and must be initiated by you! Anyone interested in formalizing a step-by-step plan for work-related personal development should consider developing an IDP.  This is a step toward your personal growth and marketability for future advancement.



	
	

	
	

	Where Do You Go To Begin the Process?
	It starts with you!  Once you've decided the IDP is what you need, go to your supervisor for help in creating the IDP.  The two of you will identify tasks, assignments, developmental activities and training courses that will provide you with what's necessary to achieve your career goal.  However, the major emphasis is on identifying the appropriate experiences and training which will provide you with the knowledge, skills and abilities—often referred to as KSAs—needed to perform in higher level positions.



	
	

	
	

	When Should An IDP Be Prepared?
	If you're no longer challenged in your job, but are very comfortable with the type of work that you do, then maybe it's time for you to evaluate your career goals—or perhaps establish some!



	
	

	
	

	Why Should I Consider Developing An IDP?
	If you desire to move ahead in your career, and/or change career goals, then perhaps you should consider developing an IDP.  Why?  Because you'll need a written plan spelling out all the activities--in particular, developmental experiences and training--which are geared toward your desired target position.




	List of Intranet
Sites
	There are a number of web sites on the SSA Intranet that will help you obtain information about the different types of positions that are available in the Agency.  Among the most useful are:



	Traditional

Resources
	General information sheets which discuss careers with Social Security are available on the Intranet at:  http://www.socialsecurity.gov.   

Specific Position Descriptions (PD) in SSA may be found on the PD Web site:   http://ssahost.ba.ssa.gov/pdtext
Vacancy Announcements including Factors and Weights that apply to each position are located on:  http://ssahost.ba.ssa.gov/ope/jobs/jobs.html
(Note:  You will need the PD number from the PD web site in order to search for the Factors and Weights.)  

Another resource that may be helpful is the Career Development web site established by the Center for Employee Services.  You can find help there with preparing an Individual Development Plan.  Their address is: http://ssahost.ba.ssa.gov/ope/ces/career 
There is a lot of helpful information on the Office of Personnel (OPE) portal, e.g., promotion plans, job announcements, and other related information.  The site is:  http://ssahost.ba.ssa.gov/ope/
The OPE Career Development team has produced a Job Resource Guide which consists of information on frequently-posted positions for your use.  For more information, visit http://ssahost.ba.ssa.gov/ope/ces/career.



	Step 1:  

Initiating the IDP

(Focus:  You, the employee)
	As an employee, you should:

Take the major responsibility for the request.

· Identify your short-range and long-range career goals based on your:

· Interests

· Educational background

· Previous work experience

· Present KSAs

· Identify a specific job (include job series, grade and position title).

· Your career goal should be specific such as listing "Personnel Staffing Assistant," not just "personnel work."

· Carefully review the PDs for the experiences needed to qualify for the position.

· Identify your career objectives, which are realistically attainable within 
      2 years.

· List only the activities associated with the short-range goal, even though the long-range goal may be identified.



	
	

	Step 2:

Determining the Need for the IDP

(Focus:  You and your supervisor)
	After you identify your career objectives, your supervisor determines if an IDP is needed and/or appropriate.  If the IDP is appropriate, your supervisor will furnish you with form SSA-3918-F4 Individual Development Plan and, if requested by you, will assist in developing and completing the form.  The IDP form is available on the OPE website at:  http://ssahost.ba.ssa.gov/ope/ces/career.
The IDP is appropriate under the following conditions:

· If you need training and/or experience to learn new skills and/or acquire knowledge not generally used in your current position, but which you may reasonably be expected to perform within 2 years.

· When your supervisor identifies advancement potential in you as an employee and suggests that an IDP might well be a worthwhile consideration.

(See page 12 for a discussion on when an IDP is not appropriate.)



	Step 3:

Developing and Completing the IDP

(FOCUS:  You and your supervisor)
	· Complete the IDP to the fullest extent possible.  (See Attachment I completed sample Form SSA-3918-F4 Individual Development Plan.)

· Complete items 1 through 4 on the form.  (Omit item #5 as it is no longer required.)  Seek assistance for items 6 through 8 (Developmental Work Experiences planned, Developmental Training planned, and Developmental Education planned).  Developmental experiences and training are essential elements to career planning.  

Sign and date the IDP and include any additional comments in item 9.  Submit the IDP to your supervisor for approval.

	
	

	Step 4:

Approving/

Disapproving the IDP

(FOCUS:  You and your supervisor)
	· Your supervisor will review the IDP within a reasonable period of time from the date you submitted the plan and decide whether to approve or disapprove it.

· Your supervisor will enter specific comments and/or recommendations and sign and date the IDP as the recommending official in item 10.

· Your supervisor will then submit the plan to the designated approving official who will approve/disapprove, enter any comments and/or recommendations, and sign and date it as the final approving official in item 11.

(See page 12 for reasons for disapproving an IDP.)

	
	

	Step 5:

Implementing the IDP

(FOCUS:  You and your supervisor)

Step 5:

(continued)


	· A copy of the approved IDP is placed in your 7-B file.

· Monitor your own IDP.  This includes discussing and following up with your supervisor of planned activities on a timely basis to allow for forms processing when required.

· Ensure work experience required in the desired target position has been well thought out and is included in the IDP, and that all activities are planned toward that end.

· Initiate planned activities and process forms timely.

· Attach a copy of the approved IDP to all training nomination forms SSA-352 Training Nomination and Authorization.  A copy of the approved IDP should also be attached to any other requests for authorization of funds needed in pursuing activities supported by the IDP.

· You will be notified of the approval or disapproval of your training nomination and the reason for disapproval prior to the start of the training.

Approval of the IDP is not an automatic approval of all training activities listed therein.

(See page 12 for reasons for disapproving training activities, which are included in an approved IDP.)

· If your training activities are approved, you must attend as scheduled unless excused, participate as course requirements specify, and make an earnest attempt to successfully complete all requirements.



	
	

	Step 6:

Reviewing and Evaluating the IDP

(FOCUS:  You and your supervisor)
	· Review and evaluate your own progression through the IDP scheme.  You should provide feedback to your supervisor regarding your progress and any difficulties you may be experiencing.

· Your supervisor should monitor the progress of your development in fulfilling the requirements of the plan and assure that your performance under the IDP is consistent with requirements.

· In the event conditions change, you should revise and resubmit your IDP for approval.  Revisions to the IDP undergo the same approval process.

· Your supervisor must perform an annual IDP review to reexamine your career goals and evaluate the effectiveness of the plan.  Your supervisor will determine when to conduct the review.

· Your supervisor must include training needs from the IDP when deciding upon training for the staff.

· The Office of Learning will periodically audit regional and component training to assure that SSA-wide standards for IDP preparation and implementation are being met.




(See Attachment II Charting the IDP Process.)

	Office of the Commissioner
	· Assures that SSA's training and career development efforts in conjunction with IDPs are consistent with the Agency's objectives and priorities.



	
	

	Office of the Deputy Commissioners
	· Assure compliance of component IDPs with published policy.

· Assure that component training and career development efforts in connection with IDPs are consistent with the Agency's objectives and priorities.



	
	

	Office of Learning
	· Develops and issues policy and guidance for the development and approval of IDPs designed to assure that SSA IDPs conform with laws, regulations and published policy.

· Assists components in policy interpretation and procedural implementation of IDPs.

· Assures management annually provides information to employees describing the purpose and means of establishing IDPs.

· Reviews and evaluates the IDP process on a periodic basis to ensure conformance.



	
	

	Servicing Personnel Office
	· Provides supervisors with pertinent information regarding staffing, qualifications, work experience, merit promotion principles and other personnel policies and procedures when necessary in the development of employees' IDPs to assure that IDPs are in accordance with laws and regulations.

· Assists supervisors in helping employees establish realistic career goals (attainable within 2 years) that address the employees' objectives and Agency goals.

· Provides information on self-assessment tools which may be helpful in developing IDPs.




	Component Training Staffs
	· Assists supervisors with career and educational guidance for employees who are developing their IDPs.

· Provides information to supervisors on appropriate training activities in the formulation of IDPs.



	
	

	Supervisors and Managers
	· Determine if IDPs are appropriate for their employees' individual needs and assure consistency with Agency priorities and objectives.

· Assist in the development of IDPs after employees within their organizational entity initiate the IDPs and request assistance.

· Provide assistance, when requested by employees, concerning areas for development.

· Include training needs stated in approved IDPs in their annual training needs review and plans.

· Contact their component training staff (or Office of Learning if there is no component training staff), if necessary, for assistance in any part of the IDP process.

· Review employees IDPs, approve/disapprove and/or make recommendations for modification as necessary, and forward to the designated approving official in accordance with requirements.

· Assure employee performance under the plan is consistent with the requirements.



	
	

	Employees

Employees

(continued)


	· Initiate their IDPs, identifying career goals and assessing their strengths and weaknesses in relation to their jobs and their goals.

· Prepare IDPs independently to the extent possible and, if needed, seek supervisory assistance.

· Submit IDPs to the immediate supervisor for review and approval.

· Be willing to take advantage of training and educational opportunities, independent of SSA, to provide skills needed for advancement.

· Fulfill the requirements of activities approved under the IDP (scheduled training and completion of developmental activities) unless excused.

· Review and evaluate their own performance of training and developmental activities included in IDPs, revising and resubmitting for approval to their supervisors as appropriate.

· Reimburse the Government for training costs when required by laws and/or regulations.


	IS THE IDP FOR REAL?  HOW BENEFICIAL IS IT?

	The IDP is realistic because the entire process includes the perspectives of both you and your supervisor.  You will have the opportunity to get information and feedback so that the goals set have a reasonable chance of being achieved.  Furthermore, this information and feedback will also focus on your strengths and weaknesses in conjunction with your career goals.



	THIS IS A BIG DECISION!  ANY SUGGESTIONS TO HELP ME GET STARTED?

	Sure! Do a self-assessment.  Just look at what you do now in conjunction to what you will do as part of your goal.  Review your Position Description and past performance appraisals.  Then, answer the following: 



	· What assignments did I like performing in the past year and which ones did I not like?



	· What are my strengths?  What are my weaknesses?



	· What prevents me from doing my job well?

· Is there anything different or new that I would like to do this year (short-range goals)?

· What is it that I would not like to do this year?

· What are the KSAs needed to do the job? Do I have them?  If so, what are my strengths and weaknesses in these skills?

· What kind of training and experiences should I get?  How extensive?

· Can I develop the skills I lack?

· What should I know about the career ladder jobs in the organization?

· What do I want to do in the long run?  (Ask the same questions heretofore mentioned.)

	

	SUPPOSE FUNDS ARE NOT AVAILABLE, WHAT SHOULD I DO?

	You are encouraged to initiate self-development opportunities that are available through your own initiative such as reading, external training, community activities and college courses.  Be prepared to use personal time and funds.

	


	ARE THERE OTHER ALTERNATIVES?

	Sure! Alternative training can be just as good as taking many formal training courses.  Some examples of alternative training are:

· On-the-job training;

· Rotational assignments;

· Self-study;

· Correspondence courses;

· Special projects/assignments;

· Workgroup or task force;

· Attendance at conferences/seminars; and participation in outside activities or organizations such as Toastmasters.

	

	HOW IMPORTANT ARE THE EMPLOYEE-SUPERVISOR DISCUSSIONS?

	Extremely important!  This will be an opportunity for you to:

· Determine if your goals are realistic;

· Find out where our skills fit into the organization;

· Become aware of the future needs of the organization;

· Benefit from another’s perspective on how your skills are viewed;

· Inform manager of your interests and goals; and 

· Become knowledgeable about constraints within the organization.

	

	SUPPOSE I CHANGE MY OBJECTIVES WHILE IMPLEMENTING THE IDP, WILL I BE ABLE TO REVISE MY IDP?

	IDPs can be revised, but would undergo the same approval process.

	

	ARE THERE EVENTS OR EXTERNAL FACTORS, WHICH MAY IMPACT ONLY IDP?  IF SO, WHAT ARE THEY?  

	The implementation of your IDP may be affected if:

· There is a significant reduction in staff due to retirements or other circumstances--thus resulting in increased responsibilities on the remaining staff;

· The Agency undergoes a major reorganization; 

· The Agency participates in job sharing; and

· Resources/funds are not available due to budget restrictions.



	HOW CAN I FIND OUT ABOUT THESE FACTORS?  

	Keep a watchful eye on Agency publications and other means of communication such as eNews:  Social Security eNews, and the Commissioner’s Bulletin.


	WILL AN IDP SOLVE ALL MY PROBLEMS?  IF NOT, WHEN IS AN IDP NOT APPROPRIATE AND UNDER WHAT CONDITIONS?

	The IDP process is not the answer for everyone.  Completion of the IDP does not always mean moving up in the organization.  It is a means of developing you as much as possible for the work you do and/or will do.  The focus should be on development.

There are times when the IDP is not appropriate such as:

· When you are not performing at a fully satisfactory level in your current position;

· If you are on temporary or term status in your current position; and

· The IDP would be used as an instrument for improving your performance in your current position.

	

	ARE THERE OCCASIONS WHEN IDPs ARE NOT APPROVED?

	An IDP may not be approved if:

· The target position is not consistent with the organization's goals and mission;

· It does not serve the interest of the organization to provide development in the target area chosen;

· The target position is unrealistic or obviously cannot be achieved within 2 years; and

· The IDP does not conform with laws, regulations or negotiated agreements. 

	

	ARE THERE OCCASIONS WHEN TRAINING ACTIVITIES LISTED IN AN APROVED IDP ARE NOT APPROVED?  AS WITH ANY RULE, WHAT ARE THE EXCEPTIONS?

	Approval of the IDP is not an automatic approval of all training activities listed therein.  Activities under an approved IDP may be disapproved if:

· There is a heavy workload in the home unit;

· Funds are unavailable; and

· A planned course is discontinued.


	IF IT CAN BE SUMMED UP, WHAT ARE THE MOST IMPORTANT ELEMENTS TO BE TAKEN INTO CONSIDERATION IN THE DEVELOPMENT AND PREPARATION OF THE IDP?  CAN YOU GIVE A BRIEF REVIEW OF THE ELEMENTS?

	The most important elements of the IDP are identification of target position, developmental experiences (formal and informal) and training.  If properly selected, they are essential elements to career planning.

Identification of target position--a major element.

You must know where you are going in order to prepare an action plan to get there!

	

	Experience--a very important element .

Properly chosen developmental activities are essential for acquisition of the KSAs needed for the desired target position.  Experience is a key selection factor, which will be weighted heavily when you apply for posted vacancies.

Training--an important element.

It can supplement the work experience and provide you with KSAs, which can improve your current performance and prepare you for performing at a higher level.  Training, per se, does not qualify you for the desired target position.

In summary, IDPs should be used, when needed, to establish formal records of identified work experience and training activities needed to perform duties of positions which employees may reasonably be expected to attain within 2 years.



	

	

	


ATTACHMENT I

SSA 3918-F-4 SAMPLE IDP FORM

Sample SSA-3918-F4 Individual Development Plan

INDIVIDUAL CAREER DEVELOPMENT PLAN 

	  Name (Last, First, Middle Initial)
  Brownley, Jan B.
	Social Security Number

123-45-6789
	Organization (Office, Division, Branch)
SSA, Field Office

	Position Title

Claims Representative
	Pay Plan-Series-Grade

GS-105-11
	Type Of Appointment

Career
	Work Location 

7654 Front Street

Atlanta, GA  13579

	Years In SSA

          4
	Service Comp. Date

07/31/04
	Date Of Grade Attainment

07/31/06
	Shift


	Telephone Number

404/123-4567


PURPOSE 

The Individual Development Plan (IDP) is a formal record of identified work experience and training activities designed to assist the employee to attain the goals of improved performance and career development.  Although managerial approval of the employee's IDP does nOL constitute the authorization of expenditure of funds, it does establish formal recognition and agreement that the planned activities are valid means for pursuing the goals established in the plan. 

FORM DISTRIBUTION AND RETENTION

The recommending official provides a copy of the approved IDP to the employee and places the original in the employee's 7-B Extension File. The IDP should be retained in the 7-B File until the career development training objectives have been achieved or upon receipt of an approved revised IDP. Revised plans initiate a new retention period of up to 2 years (the retention period in the 7-B Extension File should in all cases be in accordance with terms of negOLiated agreements where applicable). 

PARTICIPANT’S STATEMENT

I understand that this IDP does nOL constitute a guarantee of approval of work experiences or training related to my career goals. Only courses related to my career goals may be approved for payment. I further understand that I may need to compete under merit promOLion processes for any position listed in my plan as a target goal. 

PRIVACY STATEMENT

As required by 5 USC 552a (the Privacy Act of 1974), you are advised that the Social Security Administration (SSA) is authorized to collect the information on this form by 5 USC 4103 and Executive Order 11348. 

The information you provide will be used to assess your educational and training needs and to develop an IDP. SSA may make routine disclosures of this information to management officials who have a need to know the information in the performance of their official duties.  This information may be given to the General Accounting Office and U.S. Office of Personnel Management officials as part of an audit to assure compliance with relevant regulations and laws. 

USE OF SOCIAL SECURITY NUMBER

Disclosure by you of your Social Security number (SSN) is required under Executive Order 9397 and is necessary to obtain service, benefits or processes that you are seeking. The SSN is used as an identifier in the Federal service because of the large number of present and former Federal employees and applicants whose identities can only be distinguished by use of the SSN. 


	1. Training and Self Development History

	Educational Level (Underline highest level completed)
9       10       11       12       13       14       15       16


	Major Field(s) Of Study (List college degrees, if any)
Sociology

	College Courses Completed

English Writing 101                  English Literature 102

U.S. History 101 & 102            Biology 101

Humanities 101                         Elementary Spanish 101 & 102 

General Math 100                     Introduction to Computer Sciences 100

Sociology 101                          Introduction to Public Speaking 100



	Government Training Courses Completed

Title II Claims Representative Training

Title XVI Crossover Training

Sexual Harassment Training


	Other Training (Trade, Vocational, Business, etc.)
Assertiveness Training – Taken at the local community college adult education program



	2. Employment History-Pertinent Government and Non-Government Positions

(Begin with most recent experience and work back.)

	Dates
	Position Title
	Grade
	Component or Employer

and Location (If Non-SSA)

	07/31/06-PRESENT
07/31/05

07/31/04


	Claims Representative 

Claims Representative Trainee

Claims Representative Trainee
	GS-11

GS-9

GS-7
	SSA, Field Office, Atlanta, GA

SSA, Field Office, Atlanta, GA

SSA, Field Office, Atlanta, GA

	3. Activities-Government and Non-Government

(Briefly describe any activities in which you have engaged that you consider pertinent to your career development.)

I am President of the PTA Chapter in my child’s school. My responsibilities include working with the parents and teachers and school officials to help create a school environment that is safe, healthy and conducive to learning.  I conduct regular parent/teacher meetings and serve as project manager for fund raising events.  I also serve as editor of our PTA newsletter.



	4. Employee Career Objectives (Include job series, grade, and titles)
A. Career Goals

Short Range (to be attained within 2 years):

GS-1035-12 Public Affairs Specialist

Long Range (to be attained within approximately 5 years):
GS-105-13 Field Office Manager

B. Skills, Knowledge and Abilities Needed to Attain Short Range Goal:

Public Speaking                              Enhanced Leadership              Decision Making

Computer Literacy                          Project Manager Skills            Communication and Interpersonal Skills

Adaptability/Flexibility                  Writing Skills



	5. Tests-OPM and SSA

	Passed (Include Date and Rating)
	Planned (Include Dates)

	                       No longer required
	                  No longer required

	6. Developmental Work Experiences Planned

Write scripts for local radio broadcasts.

Give speeches to local civic groups concerning SSA.

Work with the local Senior Center to establish regular once-a-month sessions on various Social Security 

     topics of interest.

Visit local schools to tell them about Social Security and what it means to them.

Write articles in the local newspaper about Social Security topics.

	7. Developmental Training Planned (SSA/OPM Courses—include dates)

The following courses will be taken via the Online University program during the next 2 years (dates to be determined):

Basis Business Writing                       Effective Presentation Skills.             MS PowerPoint 2000 Level 1 and 2 

Effective Meeting Skills                      Power Talking

Other Government/Non-Government Courses:

Intermediate PowerPoint - December 2006

Decision Making & Problem Solving/Decision Making Essentials – January 2007

Internet/Intranet Skills – Searching the Internet  - February 2007

Microsoft Publisher at New Horizons – March 2007
PowerPoint Advanced – March 2007


	8. Developmental Education Planned (College/University Courses—include dates)

To be taken at Metro Jr. College:

Public Speaking for Leaders –Spring 2008 

Creating Powerful Presentations – May 2008
Creative Writing – Winter 2008 



	9. Employee's Comments

I have reviewed the position description for my target position of Public Affairs Specialist and have taken the knowledge, skills & abilities required for that position into consideration in developing my plan.  I have tailored my training and developmental activities to support those KSAs.  I have also discussed my target position and my strengths and weaknesses with my supervisor.  I believe I have created a plan that will help me achieve my goal and objectives.



	Employee’s Signature

                                                  /s/
	Date

08/21/06

	10. Supervisor's Comments And Recommendations:                         X Approve      Disapprove

I will involve Ms. Brownley in any special outreach projects initiated by our office.  I will also refer all of our requests for SSA speakers to her.  In addition, I will refer our contact at the local Senior Center to Ms. Brownley to initiate an ongoing monthly SSA speaker program.  Approval of any training is contingent upon workloads and/or funds availability.  Ms. Brownley is aware that she can use her own funds for training courses/seminars.



	Supervisor’s Signature

                                                  /s/
	Date

08/23/06

	Title

Operations Supervisor

	11. Final Approving Official’s Comments And Recommendations:   X Approve      Disapprove

                        I concur.



	Approving Official’s Signature

                                                  /s/
	Date

08/24/06

	Title

Field Office Manager

	*ATTACH SEPARATE SHEETS FOR ADDITIONAL COMMENTS—INCLUDE DATES*


ATTACHMENT II

CHARTING THE IDP PROCESS

INDIVIDUAL DEVELOPMENT PLAN PROCESS
                                         


IMPLEMENTING THE IDP


-Monitoring Own Progression


  --Work Experiences


     --Training/Other Activities


-Processing Training Forms Timely


-(Employee/Supervisor)





REVIEWING AND EVALUATING THE IDP


-Reviewing/Evaluating 


 Employee Progress


-Evaluating Own Progress


-Revising  the IDP (if  


 necessary)


-Annual Review


 (Employee/Supervisor)





REVISING THE IDP


(Employee/Supervisor)





APPROVING/DISAPPROVING THE IDP


-Timely Review Process


-Approval Process


 (Employee/Supervisor/Approving 


 Official)





DEVELOPING AND COMPLETING THE IDP


-SSA-3918 IDP Form


 Completion


-Identification of


 Developmental Experiences


-Identification of Training 


 Courses


 (Employee/Supervisor)





DETERMINING THE NEED FOR THE IDP 


-Realistic Goals


-Career Objectives


-Current Status of Employee


-Employee Potential


-Skills Development Required


-Training Required


-Future Needs of the Organi-


 zation 


(Employee/Supervisor)


 





INITIATING THE IDP


-The 5 W's


-Short Range Goals


-Long Range Goals


-Previous Work Experience


-Education and Training


-Present KSAs


-Career Development


 Resources 


-(Employee)
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