Individual Development Plan (IDP) Guide
THE INDIVIDUAL DEVELOPMENT PLAN (IDP)
The purpose of the Individual Development Plan (IDP) is to support and encourage an open dialogue
between the employee and manager/leader regarding professional and career development. The IDP
document is intended to assist in this process by providing a framework with which to create focused
learning objectives for enhancing job skills within a current role; establishing a strategic development
plan with learning activities focused on success for future positions; and enriching current roles.
ROLES & ACCOUNTABILITIES
Development planning is a shared responsibility between the employee and their manager. Through
discussion and collaboration, the manager and employee establish a strategic development plan
outlining goals, learning activities and timelines. The IDP discussion is an opportunity to discover the
employee’s career needs and interests, strengths and growth areas.
Employees:
• Assess their abilities in relation to their current role and functions
• Seek regular feedback from others to improve performance in their current role
• Review and identify their career needs (values, motivations) and goals (interests, impact /
contributions)
• Review various training and development opportunities that may help in achieving the above
• Regularly assess individual progress toward reaching career needs and goals
• Discuss career aspirations with manager and obtain feedback on career development
opportunities
Managers:
• Realistically assess employee’s strengths and development needs in relation to employees’ roles
and performance expectations
• Provide regular opportunities to discuss and review employee’s progress
• Create a supportive environment for learning and development by providing open and honest
feedback, ongoing coaching and opportunities for growth and development
• Ensure alignment of employee’s career goals and development needs to department /
organizational goals / objectives
• Help employee identify appropriate training and initiate and support development opportunities
• Review progress and results of employee training and development efforts
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INDIVIDUAL DEVELOPMENT PLAN (IDP) PROCESS
1) Pre-Planning
The manager and employee prepare independently for their initial meeting. Preparation may include
reviewing prior achievements, roles and projects, investigating requirements for short-term and longterm career goals, utilizing self-development and assessment tools, and reviewing performance
feedback.
Considerations for Managers…
• What specifically would you like to know
about this individual’s career and
professional development aspirations?
• Are there current/future department
challenges or objectives that could provide a
developmental opportunity for employees?
• How has this individual contributed to the
department goals and objectives? What are
some examples of successes?
• Where could this individual make a greater
contribution? What skills, talent, and
expertise can be more fully utilized?
• What are development areas for this
individual?
• What projects, tasks or committees would
help ‘stretch’ this individual?
• What learning activities should be
considered?

Considerations for Employees…
• What are my goals for the development
discussion?
• What are my professional and career
expectations?
• What are the future challenges that may occur
in our department that could provide a
development opportunity?
• What are my strengths and areas of
development?
• What knowledge, skills or experiences need to
be strengthened for greater success in my
current role or to achieve my short/long term
career goals?
• What types of learning activities would support
these development needs?

2) Employee / Manager Meeting
The manager and employee have an open and honest discussion regarding strengths, areas for
development, interests, goals and department requirements. It is important that this discussion focuses
first on identifying development needs required to strengthen the employee’s skills and capabilities
within their current role. Strengthening performance in the employee’s current role becomes the
foundation for success in future roles.
Conducting a Development Discussion (Manager):
Examples of questions that could be used during the development discussions with employees.

•
•
•
•

EMPLOYEE CAREER PERSPECTIVE
Explore individual’s overall career
expectations, both short and long-term
Explore multiple development options
including enrichment in current job; going
forward 1 - 3 years and longer term
Test your own assumptions about the
individual’s interests
What does the individual enjoy most and
least about their current role?

•
•
•
•

What are some important career and
professional development issues for you now?
What are your short & long-term career
expectations?
What is important to you in terms of work?
How are you defining “success”?
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DEPARTMENT / ORGANIZATION CONTEXT
• Provide an information update about the
department
• Review possible changes and opportunities

•

STRENGTHS TO LEVERAGE
Emphasize that leveraging strengths is just
as important in development planning as
identifying growth areas
Provide your feedback and discuss
strengths that can be further utilized
Ask for employee’s perspective
Discuss projects, committees, job roles that
would capitalize on these strengths

•

DEVELOPMENT NEEDS
Discuss development needs
Identify the skills, knowledge, or attributes
that need development?
Ask for employee’s perspective, feedback
and clarification
Provide your feedback

•
•

Where do you see growth opportunities?
What do you consider some of your
development needs?
− New knowledge needed?
− Exposure to different functions or
customers?
− Skills to learn?
− Personal style to modify?

DEVELOPMENT ASSIGNMENTS
Brainstorm potential development
assignments, projects, or job functions that
would provide development opportunities

•

What work experiences will help you develop?

COURSES and SEMINARS
Discuss learning needs that can be served
through taking courses, seminars, or
attending conferences

•

Which learning needs can be addressed by
reading, taking courses, seminars, or attending
conferences?

DEVELOPMENT RELATIONSHIPS
Identify opportunities to work with
individuals who are strong in a particular
skill?

•
•

From whom might you learn new skills and
acquire knowledge?
With whom would you like to work?

FUTURE ROLE / CAREER PLAN
Discuss next potential steps in the
department

•

What are your thoughts on this?

•

Considering both strengths and development
needs, what are your primary development
goals and activities?
What resources will you need?
What barriers to development might occur?
When would be a good time to review your
plan?

•
•
•
•

•
•
•
•

•

•

•

•

DEVELOPMENT PLAN IMPLEMENTATION
• Review suggestions to leverage existing
strengths and work on developing needs
• Clarify any interim information that is
needed
• Set time to review follow-up plan
• Staff member has responsibility to finalize
development plan based on initial
discussion

•

•
•
•

•
•
•

Do you have any other questions about the
department / organization?
Is there anything that may impact on your
professional development?
In what ways do you think you have contributed
to the goals, strategy, and objectives of the
department? Organization?
What are some examples of success?
How would you describe your strengths?
Which strengths would you like to further
leverage in the organization?
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3) Prepare Individual Development Plan (IDP)
The employee, in consultation with manager, completes their individual development plan to establish
goals for development their current role and to prepare for short-term and long-term career goals.
Ensure that these goals and timelines are realistic. For example, if a short-term career goal includes
moving into a position which requires a Master’s level education which the employee does not currently
have, consider what a realistic time frame for achieving this goal would be.
The development plan should outline the specific goal as well as define the specific learning and
development activities required to achieve this goal. For example: develop strong presentation skills
may be supported by activities such as attending a Presentation Skills workshop, joining Toastmasters
or presenting to small groups or the employees own department.
Short term and long term goals do not necessarily need to be expressed as movement into a new
position. In many cases, and for many reasons, some employees want to continue to grow and develop
in their current role but are not interested in the more traditional forms of career progression. The IDP is
intended to reflect the unique development needs of the individual and therefore may include
opportunities to lead functional teams, become involved in cross functional committees and to gain
exposure to other tasks, functions or departments. Moving “UP” is not the only way to develop. For
some individuals the most meaningful “development plan” will provide opportunities for job enrichment.
4) Implement Plan
The employee is responsible for completing the Individual Development Plan and outlining the specific
learning and development activities agreed upon.
An Individual Development Plan is a joint commitment between the employee and their manager. The
employee is responsible for actively engaging in the training and development activities identified in the
plan and the manager is responsible for supporting this process and providing ongoing coaching and
feedback.
An “active” development plan becomes part of a regular conversation with manager and employee with
training and development experiences supported through ongoing dialogue and coaching as needed.
5) Evaluate Outcomes
Periodic formal discussions between the manager and employee should be scheduled to evaluate
usefulness of training and development experiences as well as monitor the employee’s progress in
achieving their short term career objectives.
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TRAINING & DEVELOPMENT OPPORTUNITIES
Training and development opportunities should be presented in as many formats as possible, including
classroom learning, on-the-job training, coaching sessions, and technology-based learning.
The learning activities do not have to be formal to be effective. Using everyday coaching opportunities,
career discussions, and problem-solving collaborations can be as beneficial to developing an
employee’s skills as a structured class. Below are some development options to review and consider.
Acting Assignments – Assigning a candidate to temporarily take over another employee’s
responsibilities while that person is absent can be a good opportunity for the candidate to get
experience at an advanced level.
Self Assessments – Assessments are helpful self-development tools. They provide individuals with
greater self-awareness on values, motivators, preferences, personality traits, work styles, and
leadership etc. The summary reports can help to highlight areas of strengths and skills development.
Employees can arrange access to assessments by contacting Employee Career Services at
success@mcmaster.ca or x26545. Examples of assessments that are available include: Myers Briggs
Type Indicator, Personality Dimensions, Thomas-Kilman Conflict Mode Instrument, Coaching Report for
Leaders, Career Values, Work Personality Index (Personal Effectiveness, Leadership Effectiveness).
Best Practices Sessions – These sessions allow employees to share ideas that have worked well for
them, to ask for advice in problem areas, and to build upon procedures that have worked for others.
Buddy System – This can take many forms, including pairing key employees with other staff for
special projects, internship programs, and mentoring programs.
Coaching Sessions – These include formal and informal opportunities for a supervisor who is
experienced in a process to instruct employees in higher levels of performance management.
Communities of Practice – Groups of individuals who share knowledge about common work practices
or interests even though they are not part of the same team or department. They are also known as
Communities of Interest and Special Interest Groups.
Cross-Training – Employees can learn parts of another job, typically through the buddy system.
Debriefings – These meetings should be conducted immediately after an event or project to discuss
what went right or wrong while it is still fresh in the minds of all involved. For example, Hewlett-Packard
calls these “Project Snapshots.”
E-Learning – Participating in computer-based or web-based training on selected topics for professional
or technical skills development. Other applications include webinars, podcasts, and webcasts.
Experiential Training – Methods may include simulations, role plays and exercises for new and
applied skills learning.
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Formal Training – This includes formats of training such as classroom training, web courses, podtraining, DVDs or CDs, or university or college courses.
Job Aids – Job aids are tools to help an employee learn new tasks and perform with accuracy. They
could include checklists, work flow charts, diagrams, reference tables, posters, decision tree diagrams,
videos, and reference binders.
Intranet / Internet – An online collection of forms, processes, policies, contact information, and FAQs
can serve as a valuable and easily accessible tool for employees.
Job Rotations – Giving an employee opportunity to work in different areas of the organization and
acquire experience in different disciplines or functions helps to understand the different departments as
well as to understand the effect of their actions on the rest of the organization.
Key Assignments – Research has shown that key assignments are a primary source for developing
future leaders. These assignments may include position rotations, task force membership, managing a
group without direct authority over the group, or taking on roles that involve a higher level of
responsibility.
Mentoring – Mentoring pairs a skilled person with a less experienced person with a goal of developing
or strengthening competencies of the less experienced person. It is best if the mentor is not a
supervisor, so that mentoring discussions take place on a different level than daily activities and office
procedures. Mentoring can be practiced formally with structured and documented sessions or they can
be informal, brief moments of discussion.
On-the-Job Training – Generally occurs when an experienced employee teaches a new person how
to perform job tasks. Although it may be unstructured and informal, this form of training is most effective
when it is structured with a schedule of training, record keeping and feedback.
Self-Study – An employee can learn at his or her own pace by working through reading materials,
workbooks, publications, CD courses or other self-directed training.
Stretch Assignments – These are temporary appointments that allow employees to stretch beyond
their current abilities. Examples include chairing a committee or meeting, leading a special project, or
being assigned a challenging new task.
Temp Assignment – In this transfer, an employee is temporarily assigned to another position for the
specific purpose of learning the roles and responsibilities of that job.
Training – Training encompasses a large variety of activities used to transfer knowledge. Methods may
include classroom instruction, simulations, role plays, computer-based instruction, exercises, and
technology-based instruction including podcasting and webcasts.
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MCMASTER TRAINING & DEVELOPMENT RESOURCES
Employee Career Services Website – http://employeecareers.mcmaster.ca
McMaster’s Centre for Continuing Education (CCE) – www.mcmastercce.com
McMaster University Registrar – http://registrar.mcmaster.ca/
McMaster Association of Part-time Students (MAPS – http://www.mcmaster.ca/maps/index.html
Tuition Assistance & Bursary Benefit –
http://www.workingatmcmaster.ca/link.php?link=ewlss%253Aewlss-tuition-bursary
MPDA Policy –
http://www.workingatmcmaster.ca/link.php?link=policy:hrs-pol-mpda-tmg-05
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