	Employee Development Plan
Map out where someone's headed, and how they'll get there.


Fill this in together, employee and manager, then revisit it at every check-in. The greyed row in the action plan is an example, swap it for your own.
1  Who this plan is for
	Employee name
	
	Role / title
	

	Manager
	
	Team or location
	

	Date created
	
	Next review date
	


2  Development goals
	Short-term goal
next 6–12 months
	e.g. Reach full independence in the core role

	Long-term goal
2–3 years
	e.g. Grow into a specialist or senior position


3  Skills to develop
	Current strengths to build on
	Development areas to focus on

	
	


Tip: base the development areas on a quick skills gap assessment so you build what actually matters.
4  Action plan
	Actions
	Objectives
	Measurement
	Timeframe

	Complete onboarding and role training
	Understand core tools and processes
	All modules finished
	Month 1

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


How to read it: the top rows serve the short-term goal, the lower rows carry through to the long-term one. Give every row a timeframe so nothing drifts.
5  Learning mix
People rarely learn it all from a course. A useful rule of thumb is the 70-20-10 mix: roughly 70% from doing, 20% from others, 10% from formal training.
	On the job (70%)
	Learning from others (20%)
	Formal training (10%)

	e.g. stretch project, new account
	e.g. mentoring, shadowing, feedback
	e.g. course, certification


6  Progress and check-ins
	Date
	Progress notes
	Next steps / adjustments

	
	
	

	
	
	

	
	
	


7  Sign-off
	Employee
Signature ______________________
Date ____________
	Manager
Signature ______________________
Date ____________



	Ready to stop managing plans in spreadsheets?
Build, assign, and track employee development trainings in one place with Easy LMS. Start a free trial at www.easy-lms.com



