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Personal Development Plan

Name: __________________________________________________


	Development Area 

	Goal
	Steps to reach goal 
	Target dates
	Expected Outcomes
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Plan agreed with: __________________________________________________		Date: _________________________


Personal Development Plan – Progress Review

Date: __________________________________________________


	Development Area 

	Goal
	Steps to reach goal 
	Evaluation
	Next steps
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Example Personal Development Plan

Name: J. Doe_______________________________________


	Development Area 

	Goal
	Steps to reach goal 
	Target dates
	Expected Outcomes

	Time management










	To arrive on time for 90% of my meetings between now & Christmas.
	1. Attend a time management workshop

2. Find and use a good “to do” app


3. Schedule planning time in diary at beginning of week

	1. By mid-June


2. By end Feb




3. Weekly

	Improved environment for team:
· Feeling more respected & supported
Lower anxiety for me:
· being on top of workload 
· No nasty last minute surprises!

	
	
	
	
	· 



Plan agreed with: D. John_______________________________________		Date: 15th January_______________

Example Personal Development Plan – Progress Review

Date: 1st April________________________________________


	Development Area 

	Goal
	Steps to reach goal 
	Evaluation
	Next steps

	Time management










	To arrive on time for 90% of my meetings between now & Christmas
	1. Attend a time management workshop

2. Find and use a good “to do” app

3. Schedule planning time in diary at beginning of week

	1. Attended workshop 5th March with JB

2. Not done


3. In place / making progress

Overall:
Arrived on time for 70% of meetings in the last month

	1. None – goal completed


2. Agreed that this was not going to help so will not progress

3. Finding that Friday afternoon is a better time to do this. Have managed to do 50% of time. I am booking it into my calendar however allowing myself to be distracted too easily. Review in 3 months
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