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This job aid was developed

to help you complete an Individual Development
Plan (IDP) in LearnATF. This job aid contains
activities and worksheets for you to complete
prior to entering your IDP in LearnATF.

Please note that an IDP is not a performance
work plan - rather it is a roadmap for personal
development. It is designed to help you grow in
your present position as well as set a path for
you to attain the knowledge and skills you will
need to attain future career goals.

An IDP is also not a contract. ATF cannot

guarantee the completion of IDP goals and
activities. For instance, should your activity
involve attending an external training event or
conference, completion of the IDP does not
guarantee funding will be available to
participate in an event. Additionally, completion
of an IDP does not automatically register you
for an internal training event or submit an
external request (SF-182) for activities
approved on the plan. You must still complete
these registrations as separate processes and
they may require additional approvals.



IDP Process Overview

The online IDP allows you to manage your career goals, locate training, and track your progress throughout the year -
all within LearnATF. Every employee must have an active IDP in LearnATF and they must submit a new one for each

fiscal year.

1. IDP PREPARATION

2. CREATE A NEW IDP

3. ADD GOALS

4. ADD ACTIVITIES

5. SUBMIT FOR APPROVAL

Before entering your IDP in LearnATF, use the worksheets contained in this job aid to collect the information needed to
create your IDP.

When you create a new IDP, it is in Draft status. You can modify anything on your plan while it is in this initial status.

Goals are anything pertinent to your work and your career that you see as worthwhile. They can be the improvement or
mastery of a skill in your current job, or attainment of a skill that may prepare you for another position. Goals should be

realistic and attainable, but at the same time involve some work and challenge.
For example, your goal may be “I would like to be a more effective presenter.”

An activity is a specific action that will assist you in reaching one of your goals. Research the opportunities available
online, internal to ATF, and external to ATF. Think about including non-traditional learning activities in your IDP. These
can include such things as special project assignments, involvement in career relevant organizations or reading job-
related journals or books.

This is the final step in the IDP creation process. Once you submit your plan, your supervisor will review it, and then
approve or reject it. It is a good idea to discuss your IDP with your supervisor before submitting it. He/she may have
additional ideas for goals or activities and modifying your IDP before submission will make the process much more
efficient. Once your plan has been fully approved, you will update the status of goals and activities in LearnATF to ensure
that your IDP is current.



GOALS AND ACTIVITIES

Take some time to identify your short and long term goals. Use the space below to record your goals. Be specific when
stating your goals. For example, instead of “Become a Program Manager,” a specific goal supporting this might be, “Gain
additional knowledge and experience in managing budgets and expenditures,” since this is a skill program managers need.

What are your short term goals? (within 1 year)

What are your long term goals? (within 2 — 5 years)




GOALS AND ACTIVITIES

Once you have identified your short and long term goals, consider activities that you can complete to reach your goals. Be
sure to search the LearnATF catalog for free online training, books and abstracts that can help you reach your goals. For
example, to support a goal related to budgeting, you might add the online course “Basics of Budgeting”; read sections of the
online book “Budgeting and Financial Management in the Federal Government”; or sign up to read abstracts via email related

to “Controlling and Budgeting.”

What activities will help you meet your short term goals? Try to identify at least two activities for each goal.

What activities will help you meet your long term goals? Try to identify at least one or two activities to
complete towards each goal this year. You can copy these goals and add additional activities to help
you meet these goals next year when you complete your IDP. Target dates for long term goals can
extend past your IDP dates.

1.




GOALS AND ACTIVITIES

After drafting goals and activities for your IDP, meet with your supervisor to get a better idea of things that you still need to
know for your current position, skill sets that you need to expand, etc. Meet with peers that are in positions that interest you.
Ask them for suggestions on conferences to attend, groups to join or projects to tackle. What steps did they take to get where
they are?

Finalize your goals and activities based on discussions with your supervisor and peers. Once you have completed the following
worksheet, use it to create your new IDP in LearnATF.

IDP

IDP Title

IDP Purpose

Short Term Goals and Activities

Goal 1.

Activities:

oukhwbdhE




GOALS AND ACTIVITIES

Goal 2.

Activities:

oakrwbdhr

Goal 3.

Activities:

oakrwbhrE




GOALS AND ACTIVITIES

Long Term Goals and Activities
Goal 1.

Activities:

ok wN e

Goal 2.

Activities:

ok wbdrE

Goal 3.

Activities:

ok wdE

Now that you have prepared your goals and activities, you can login to LearnATF to enter your IDP and submit it for
your supervisor’s approval. Additional guidance and instructions will be presented to you within LearnATF.



