Individual Development Plan (IDP)

Academic Staff Planning and Review


Name






Classification



Review Year    
Department/Unit




Supervisor

PLANNING SESSION:

NOTE – The planning session will establish the timelines in which to accomplish the established employee career goals and supervisor position expectations throughout the next year.

Department/Unit Goals (to be filled in by supervisor)


Employee Career Goals (to be filled out during discussion)


Supervisor Position Expectations for next review year (to be filled out during discussion)


OUTCOMES (RESULTS) FROM THE PREVIOUS YEAR

The outcomes (results) session will be a review of the employee career goals and supervisor position expectations of the previous year.

EMPLOYEE CAREER GOALS FOR PREVIOUS YEAR

In the space provided, specify Employee career goals and success indicators from the previous IDP period and consider to what extent they were achieved or fulfilled.  Explain any change to goals that occurred during the year and make sure you identify all factors that caused the goal to be met or not to be met.
	Employment Career Goals
	Success Indicators
	Comments

	Goal 1: 

	Goal 1: 
	Goal 1:


	Goal 2: 
	Goal 2: 
	Goal 2: 

	Goal 3: 
	Goal 3: 
	Goal 3: 

	Goal 4: 
	Goal 4: 
	Goal 4: 


SUPERVISOR POSITION EXPECTATIONS GOALS FOR PREVIOUS IDP YEAR

In the space provided, specify Supervisor position expectations and success indicators from the previous IDP period and consider to what extent they were achieved or fulfilled.  Explain any change to a position expectation that occurred during the year and make sure you identify all factors that caused the expectation to be met or not to be met.
Supervisor Position Expectations  

Success Indicators (Results)  

Comments  

RATING SCALE

	E
	M
	U
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	Dependability: Meets commitments; World independently; Accepts accountability; Handles change; Stays focused under pressure; Meets attendance requirements
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	Communication: Listens effectively; Responds clearly and directly; Seeks to clarify and confirm the accuracy; Understanding of unfamiliar or vague terms
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	Job Knowledge: Understands job duties and responsibilities; Has necessary job skills and knowledge; Has technical skills, knowledge; Understands, operates equipment; Understands and promotes department mission and values; Keeps current with new developments; Makes oral and written communication clear and easy to understand
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	Problem Solving: Anticipates and prevents problems; Defines problems, identifies root cause; Overcomes obstacles; Generates alternative solutions; Helps solve team problems

	[image: image13.wmf]
	[image: image14.wmf]
	[image: image15.wmf]
	Productivity: Manages a fair work load; Takes on additional responsibilities as needed; Manages priorities; Develops and follows work procedures; Manages time well; Handles information flow
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	Quality: Is attentive to detail and accuracy; Actively supports quality standards; Makes continuous improvements; Monitors quality levels; Owns and acts on quality problems
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	Teamwork: Contributes to team projects; Exchanges ideas, opinions; Helps prevent, resolve conflicts; Works with other departments; Develops positive working relationships; Is flexible and open-minded; Promotes mutual respect
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	Planning and Organizing Effectiveness: Develops realistic plans; Balances short and long-term goals; Aligns plans with department/University goals; Plans for and manage resources; Creates contingency plans; Coordinates and cooperates with others


We have met and reviewed the outcomes (results) from the previous review year and have discussed and planned for the next review year.

Employee Signature/Date
Supervisor Signature/Date

(Signature does not necessarily indicate agreement of IDP results but simply that the items were reviewed)












































































(E) Exceeds Expectations:		Clearly and consistently above what is required


(M) Meets Expectations:		Consistently meets the requirements of the job in all aspects


(U) Unsatisfactory Performance:	Does not meet the minimum requirements of the job
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