
 

Personal Learning & Development Plan Guidelines 

© HSQE Ltd 
 

1. Start With Purpose, Not Activities 
 
A common mistake is to start a PLDP by listing courses, qualifications, or things that sound useful. Instead, 
begin by thinking about what needs to change. 
 
Helpful questions include: 
 

• What do I want to be better at over the next 6–12 months? 
• Where am I currently less effective or less confident than I would like to be?  
• What improvement would make the biggest positive difference to my role or future direction?  

 
Development goals describe outcomes, not activities. A course or qualification may help, but it is never the 
goal in itself. 
 
 

2. Take an Honest Snapshot of Where You Are Now 
 
A strong plan is grounded in reality.  
 
Take time to reflect factually on your current position: 
 

• What are my key strengths? 
• Where do I hesitate, delay, or rely heavily on others? 
• What feedback have I received recently (formal or informal)? 
• What situations tend to stretch or drain me? 

 
This is not about judgement. It is about starting from the truth. Development is simply the gap between where 
you are now and where you want to be next. 
 
 

3. Choose a Small Number of Meaningful Goals 
 
A strong plan usually contains 3–5 well-chosen development goals. Fewer is better if they really matter. 
 
At this stage, it is helpful to apply ‘SMART’ to help formulate good-quality goals. Each goal should be: 
 

• Specific – clear about what you want to improve or change, rather than a general intention  
• Measurable – you can tell whether progress is being made or the goal has been achieved  
• Achievable – realistic alongside your other commitments and within your control  
• Relevant – genuinely useful to your role or future direction 
• Time-bound – with a clear or approximate timeframe to keep momentum 

 
Poor goal: “Improve communication skills” 
Better goal: “Communicate more clearly and confidently in team meetings and stakeholder discussions.”  
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4. Think Broadly About How Learning Happens 
 
Learning is not limited to formal training. 
 
In practice, development often comes from: 
 

• Deliberately practising new behaviours at work 
• Taking on stretch tasks or new responsibilities  
• Observing and learning from others who do it well  
• Coaching, mentoring, or peer discussion 
• Reading, reflection, and structured self‑study 

 
When choosing development actions, ask: 
 

• Where will I practise this? 
• How often will I use it in real work? 
• Who can give me honest feedback? 

 
Learning sticks when it is applied repeatedly, not just completed. 
 
 

5. Be Realistic About Time & Constraints 
 
Even well‑chosen goals fail if they ignore reality.  
 
Consider: 
 

• When will I realistically work on this development? 
• What pressures or priorities might get in the way? 
• What has stopped similar intentions from working in the past? 
• Small, consistent actions are usually more effective than ambitious plans that never happen.  

 
 

6. Be Clear About What Progress Looks Like 
 
Each goal should have a simple way of checking progress. 
 
Progress might include: 
 

• Observable changes in behaviour 
• Increased confidence or independence (clearly described) 
• Feedback from others 
• Evidence of completed work or outputs 

 
If you cannot describe what progress would look like, the goal may need refining.  
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7. Review, Reflect & Adjust 
 
A development plan should be revisited regularly, not written once and forgotten.  
 
At each review point, ask: 
 

• What progress have I made? 
• What has worked well? 
• What has not worked, and why? 
• What should I adjust, pause, or stop? 

 
Adjusting your plan is a sign of learning, not failure. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


