Year-in-Review & IDP

The Goal of an Individual Development Plan (IDP)

Our goal is to give employees the opportunity to create and document a plan for their career at RAMP and beyond. Through discussing long and short-term goals, along with professional development, employees can have a greater impact on their future career path.
How does it work?

Both the employee and their supervisor will complete their respective sections of this IDP form, followed by an in‐person, joint review. The purpose of the IDP process is two‐fold ‐ 1) review performance of the employee over the past 12 months based on the competencies identified for their role, and 2) develop commitments on which to focus over the next 12 months. 

Your Role in the IDP Process 
1. Once you receive this form from your supervisor, you will need to complete the following parts, below: 
1. Career Issues Worksheet
2. IDP ‐ Reflection
3. IDP ‐ Commitments
2. You will send the completed parts, along with any additional documentation that may be needed to supplement this form, to your supervisor at least 24 hours prior to the scheduled Year-in-Review meeting.
3. Prepare for an open and honest conversation about the information in this form with your supervisor.
4. You will copy the finalized version of your IDP below into your current ROWE Results document to track progress.

Your Supervisor's Role in the IDP Process 
1. Set a date for a Year-in-Review conversation with each direct report.
2. Send a blank IDP form to each of your direct reports.
3. Complete the Supervisor Feedback portion of this form, sending the feedback to each direct report at least 24 hours prior to your scheduled Year-in-Review meeting.
4. During the Year-in-Review conversation, engage in a conversation about the information contained in this IDP form.
5. Acting as a mentor, coach, and resource, develop a game plan to help each of your reports achieve the agreed upon development opportunities as it relates to their position and/or personal growth goals.
6. Electronically submit the completed and signed Year-in-Review/IDP form to HR within 2 weeks of the meeting.
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IDP Process 
Step One

Step Two Step Three

Step Four

Step Five

Step Six 

Step Seven	          	   
	


Your supervisor will send you an invitation to your Year-in-Review meeting at least 2 weeks prior to the meeting date. You will receive your IDP form at that time.
You will complete your portions of the IDP form (see directions above) and send it to your supervisor at least 24 hours prior to the meeting date. 
Your supervisor will complete their portion of the IDP form and send it to you at least 24 hours prior to the meeting date. (By sending the information to each other prior to the meeting, it will give both a chance to absorb the information and prepare for the Year-in-Review conversation.)
You and your supervisor will review the feedback provided by each of you at the meeting. Following the meeting, your supervisor will combine both of your comments into one form. 
Your supervisor will electronically submit the completed and signed Year-in-Review/IDP form to HR within 2 weeks of the meeting to be added to your Personnel File.	
You (the employee) will copy the finalized version of your IDP below into your current ROWE Results document to track progress.
The IDP will be reviewed throughout the year to track progress and encourage any needed adjustments. Supervisors will work with each employee on appropriate timelines for their goals.
  

	Employee Name
	

	Position
	

	Supervisor
	

	Date IDP is approved
	



	Career Interests Worksheet

	
Check the box next to any statement(s) that you feel apply to your current work situation.

	

	You are new to your position (under 1 year) and must learn the basics to get up to speed and feel productive.

	

	You have been in your job for a while and are striving for increased competence in general.

	

	You need to improve your performance in certain areas of your job.

	

	Your job duties have changed (or will change), requiring new skills or expertise on your part.

	

	You want to prepare for a promotion or move to the next higher level of responsibility.

	

	You don't see much of a future if you remain in your current job, but aren't sure of options.

	

	You want to plan your retirement.

	

	Other:


Career Interests

Short Term Career Interests (1‐2 years)










Long Term Career Interests (3‐5 years)



IDP ‐ ReflectionIndividual Development Plan
What did you enjoy most about your position over the past year?
Reflection
What did you find most frustrating in your position last year?
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Writing Your Goals
Writing SMARTER Goals to Strengthen Your IDP


Using the "SMARTER" method when developing your commitments for the upcoming year will help to make the process easier and more effective by:
1. Helping the employee and supervisor to set specific and measurable goals with defined outcomes and deadlines.

2. Creating a tool that you and your supervisor can revisit throughout the year to look at accomplishments and opportunities to adjust goals based on business needs and changes.


Elements required for using a "SMARTER" Goal format.

S: (specific) ‐ What specifically are you proposing (actions, opportunities, etc.)

M: (measurable) ‐ How will you know when your goal is complete (i.e. what does "done" look like?)

A: (actionable) ‐ Are there action verbs included (complete, attend, perform, manage, etc.)? The commitment should be written as an action statement rather than a desire or wish list.

R: (relevant) ‐ Why is this commitment important? What benefit will be derived by you and/or RAMP?      T: (timebound) ‐ Enter a realistic "target completion" date plan to create a deadline for the commitment. E: (evaluate) – Evaluate on a regular basis to look at progress.
R: (readjust) – If needed, goals can be adjusted. Work with your manager to determine if a goal might need to be revised over time. Changes in circumstances like finances, industry changes, business disruptions or personnel shifts may cause you to change goals.

IDP ‐ Commitments

	Individual Development Plan


Commitments


	Professional Development Commitments for the coming year (use SMART Goal format for each) Minimum of 2 and Max of 5
Should include activities that enhance an employee's knowledge, skills, and abilities. This may include training, mentoring, attending conferences, or pursuing certifications. The goal is to help employees become more proficient in their current role and prepare them for future advancement. 

	Specific Goal # 1:

Measurable:

Action items:

Relevant to you/your position:

Target Completion Date:


	Specific Goal # 2:

Measurable:

Action items:

Relevant to you/your position:

Target Completion Date:


	Specific Goal # 3:

Measurable:

Action items:

Relevant to you/your position:

Target Completion Date:


	Specific Goal # 4:

Measurable:

Action items:

Relevant to you/your position:

Target Completion Date:


	Specific Goal # 5:

Measurable:

Action items:

Relevant to you/your position:

Target Completion Date:




Manager Feedback
Supervisor Feedback

Highlights / Strengths / Accomplishments in the Prior Year

Areas of Opportunity for Growth in the Upcoming Year
Expectations for the Upcoming Year



I acknowledge that I have reviewed and discussed my Individual Development Plan with my supervisor and have agreed on commitments for the upcoming year. 


Employee Signature _______________________________________________________  Date	 	


     Supervisor Signature ______________________________________________________   Date	 	
