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	INDIVIDUAL DEVELOPMENT PLAN (IDP)

	Policy


It is the policy of the Department of General Services (DGS) to evaluate the work and efficiency of a permanent employee (individual who has successfully passed his/her probationary period) at sufficiently frequent intervals to keep the employee adequately informed of progress on the job; generally, at least once in every twelve calendar months following the end of the employee’s probationary period.

	Purpose


An Individual Development Plan (IDP) form, STD 637, must be completed on both sides annually for each permanent employee.
Taking the time to create an IDP helps you explore a variety of options available to enhance your employee’s current professional skills. Developing a plan also provides the opportunity to identify goals for your employee’s future step, different career choice, or make plans to transition from professional career to retirement.
Participating in ongoing professional development activities leads to increased competency and productivity in your employee’s current position, broadens your employee’s skill and knowledge base, expands your employee’s professional network, and contributes to more personal satisfaction in your employee’s chosen career choice.

There are two components to the IDP form:

· INDIVIDUAL DEVELOPMENT PLAN


FOR FUTURE JOB PERFORMANCE OF PERMANENT EMPLOYEES

· PERFORMANCE APPRAISAL SUMMARY


OF PAST JOB PERFORMANCE OF PERMANENT EMPLOYEES
Purpose of an IDP/Performance Appraisal

· Promotes communication between supervisors and employees
· Creates a historical record of the employee's performance

· To review the employees performance, reinforcing what you want repeated and addressing areas that need improvement
· Improve job performance now, plus promote job development for the future
· Opportunity to recognize the employees excellent performance
An IDP: 
· Helps employees identify job performance goals for their current position (the quantitative tasks to be performed in the coming year) and create a plan to achieve those goals.  The IDP captures items needed for career development.
· Enhances the DGS’ ability to achieve its mission by fostering the continual development of its staff’s skills and expertise
	ROLES & RESPONSIBILITIES


· The employee’s immediate supervisor should receive an ABMS alert that the IDP is due. The annual due date for an IDP is during the employee's birth month.
· The supervisor is responsible for providing a copy of the IDP form to the employee to complete and return; generally, within five working days.  
· The supervisor will then complete the reverse side of the form (Performance Appraisal) and meet and discuss the IDP and appraisal with the employee.
· IDP is retained in the employee's Official Personnel File (OPF).
	SUPERVISOR objectives for performance evaluations


The primary objectives of a performance evaluation are to:

· Establish positive communication between supervisors and employees.

· Provide a record of employee job performance.

· Provide an equitable and consistent practice of performance evaluation.

· Provide objective data to support merit increase/denial decisions and other personnel actions.

The result should be increased job performance, job satisfaction and employee development. If undertaken properly, there are mutual benefits for both the supervisor and the employee during performance evaluations. The review gives both parties the opportunity to look backward to evaluate what has been accomplished during the review period, pinpointing contributions and areas where improvement may be needed, and to look ahead to the future by clarifying responsibilities and standards of expectation. 
	SUPERVISOR PERFORMANCE EVALUATION TECHNIQUES


The following list identifies a few performance evaluation techniques. Your employees should always know how they are doing on the job.  This is why periodic reviews are so important.  So resist the temptation to postpone them or skip them altogether.

1. Be systematic in your approach.  Do a thorough preparation for each performance review interview, covering all the performance factors on the IDP. No shortcuts, no “quickie” evaluations because you are under pressure, and no skipping questions on the form because you don’t want to bother to think them through.
2. Go into the interview with firm, but not fixed, ideas. A firm idea is based on solid evidence (observations, completed work, etc.).  A fixed idea is unchangeable. You should be willing to change your opinions of the employee’s performance if new evidence is revealed during the interview or if you find you’ve misinterpreted the original evidence.
3. Get the employee to collaborate. Collaboration means working together. The employee should do thorough pre-evaluation research, should be an active participant in the performance review interview, and should not be allowed to slip into a passive role.
4. Don’t rush. This applies to pre-evaluation time as well as to the performance review interview itself. Both preparation and interviewing are time-consuming activities. Your efforts will be for naught if you try to do too many things at once, if you allow interruptions, or if you give the employee the impression that you are eager to get it over with.
5. Be supportive. Before employees are willing to collaborate, they must believe that nothing that is said will be held against them.  In short, they must trust you.
6. Expect problems. You are likely to encounter some form of disagreement, defensiveness, or outright hostility in some evaluation interviews.  It is unrealistic to expect total agreement, and you may have to reconcile yourself to living with a certain amount of disagreement until the next evaluation period.
7. Aim at a realistic level of growth. The goals set during the evaluation interviews must be adapted to the individuals. This means you have to reach an honest understanding of their capabilities and encourage them to set their own objectives.
	SUPERVISOR tIPS for completing THE idp PROCESS


SUPERVISORS:

1. Assist and coach the employee in the IDP planning process.
2. Provide information on training opportunities and departmental policy.
3. Teach employees new skills and techniques and assure that the employee has access to the training tools necessary for successful job performance.
4. Promote the use of both traditional and non-traditional career development opportunities. These include departmental sponsored training as well as traditional and mentoring assignments, job shadowing, and training and development assignments.
5. Review the employee IDP and provide feedback on the attainability of the plan and availability of funding.
6. Review and approve or deny training requests using the IDP as a reference guide.
7. Schedule and provide regular progress reviews with the employee; formal follow-up ensures that the plan is implemented.

8. Be open to discuss changes in the plan throughout the year. Priorities may shift, your employee may experience disruptions or new opportunities for development may arise. The IDP should be a living document and adjusted accordingly.

9. Give recognition to reinforce progress and acknowledge relevant job performance improvements.
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