Employee development plan worksheet
Use this editable sheet to agree one learning goal with the employee, connect it to a work opportunity and plan the support and review. Replace each bracketed prompt with your response. Expand the spaces as needed.
Direction
The employee’s interest and the relevant work opportunity.
[Type your response here]
Capability and starting evidence
What will the employee learn to do? What can they already do, and which work example shows the starting point?
[Type your response here]
Learning activities
Instruction, observation or supported practice, with its purpose and agreed dates.
[Type your response here]
Support commitments
Employee preparation, manager actions, approved time or resources, and any approval still needed.
[Type your response here]
Application evidence
The work example or observation to review together. Record what remains untested if the opportunity does not occur.
[Type your response here]
Review decision
Review date, learning demonstrated, support provided and the decision to continue, adjust or close this bounded goal.
[Type your response here]
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