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Purpose
A tool designed to support employees in their professional growth and development. Whether onboarding as a new hire or continuing to build skills in a current role, the LDP helps employees identify learning opportunities, strengthen competencies, and develop the knowledge and abilities needed for long-term success and career growth. 
Quick Start
How to Use This Plan
· Identify development goals that build on your strengths and expand your impact
· Use a mix of experience, feedback, and learning (70-20-10)
· Focus on specific, actionable steps you can apply in your current role
· Review progress regularly with your manager and adjust as needed
Employee Information
Employee Name: 


Job Title: 

Department: 
Supervisor Name: 

Development Timeline: 

Key Strengths 
What are you doing effectively today that you want to leverage, expand, or apply in new ways?
	Key Strength #1: 
	

	Key Strength #2: 
	

	Key Strength #3:
	


Development Focus Areas
Identify 2-3 areas to grow your skills, competencies, or capabilities 
	Development Area
	Why This Matters: What is the impact on your role/team/goals?

	
	

	
	

	
	



70-20-10 Development Approach 
The 70-20-10 model emphasizes that the most impactful learning happens through experience, relationships, and formal development. Use this framework to create a balanced and actionable development plan.
70% Experience - What will you do or practice in your role? 
Apply skills through projects, stretch assignments, practicing new skills in current responsibilities, or rotational or cross-functional training. 
Examples: 
· Lead a strategic planning discussion with your team 
· Analyze team data trends and present recommendations 
· Delegate ownership of a project/task and coach through it
20% Learning from Others – Who will you learn from or get feedback from?
Seek feedback, coaching, mentoring, and collaboration from others. This is about gaining insight, perspective, and feedback from others to accelerate growth. 
Examples: 
· Ask a peer or manager to observe and provide feedback after a presentation 
· Schedule monthly check-ins with your supervisor/mentor specifically focused on your development goal(s)
· Shadow a colleague who excels in a skill you’re building 
10% Formal Learning – What courses or resources will you use?

Learning through courses, training, and resources. This supports foundational knowledge and introduces new concepts but works best when paired with applications.
Examples: 
· Complete a LinkedIn Learning course on developing Microsoft Office skills
· Attend an internal training workshop on Emotional Intelligence 
· Review internal SOPs or toolkits to expand knowledge
Quick Tips for Utilizing the 70-20-10 Approach
· Keep it simple and specific by choosing a few clear actions (1-3) in each category
· Focus on quality, not quantity 
· Make it part of day-to-day work, development should not feel like extra work
· Check in and adjust by regularly reflecting on what is or isn’t working then update your plan as needed
Check-In & Reflection Plan 
Use this section to guide regular conversations with your supervisor, mentor, or peers. The goal is to stay aligned, reflect on progress, and adjust your development plan as needed.
Who to Connect With
Consider connecting with individuals who can best support your development, such as:
· Your supervisor for ongoing feedback, alignment, and progress updates
· A mentor for broader perspective, career guidance, and reflection
· Peers or colleagues for collaboration, feedback, or skill-building support
How Often to Check In
Choose a cadence that supports your goals and keeps momentum. For example:
· Monthly check-ins for active development and progress tracking
· Quarterly conversations for reflection and long-term growth discussions
· Informal touchpoints as needed for quick feedback or support
What to Focus On During Check-Ins
Use your conversations to stay intentional and growth-focused. Topics may include:
· Progress toward your development goals
· Key wins and successes
· Challenges or barriers you’re experiencing
· Feedback you’ve received or are seeking
· Adjustments needed to your plan or approach
Finding the Right Format
Select a meeting style that works best for the conversation and relationship:
· In-person for deeper discussions and connection
· Virtual meetings for convenience and consistency
· Quick check-ins (Teams, email, or chat) for ongoing support
Reflection & Progress Questions
Utilize these questions as a guide for your regular 1:1 conversations.
· What progress have I made towards my goals? 
· What is working well? 
· What challenges am I experiencing?
· What feedback have I received? 
· What do I need to adjust moving forward? 
Learning Development Action Plan 
	Development Goal
	Learning Activities: 
What actions will you take? 
	Support & Resources Needed: 
Identify the people, tools, or resources that will help you achieve this goal
	Timeline & Expectations

	
	
	
	

	
	
	
	

	
	
	
	



Guidance and Support from Your Manager 
Your manager plays an important role in supporting your progress throughout your Learning Development Plan. You are expected to demonstrate growth across identified essential functions and development areas.
To support your progress, you and your manager will connect regularly (e.g., daily or weekly) to review progress, discuss challenges, and adjust your approach as needed. These conversations should focus on maintaining alignment, building skills, and ensuring continued progress toward your development goals.
During check-ins, your manager may support you by:
· Providing feedback and coaching on your performance and development progress
· Helping identify strategies to overcome challenges or barriers
· Recommending resources, tools, or learning opportunities
· Ensuring alignment with role expectations and development goals
· Adjusting your plan as needed based on progress and feedback
This plan is intended to support the development areas identified and does not represent the full scope of your job responsibilities. Additional development plans or support may be provided for other areas of your role as needed.
Employee Verification
I have reviewed my Learning and Development Plan and understand my development goals, action steps, and expectations. I am committed to actively engaging in my development, applying new skills, and participating in regular check-ins to support my growth.
	Employee Printed Name: 
	
	Employee Signature: 
	
	Date: 
	


Manager Verification
I have reviewed this Learning and Development Plan with the employee and will support their growth by providing guidance, feedback, and development opportunities. I will partner with the employee to monitor progress and adjust the plan as needed.
	Supervisor Printed Name:
	
	Supervisor Signature: 
	
	Date: 
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