Personal Learning & Development Plan Template \

Section 1: Personal Details

Name:

Role (current or intended):

Date plan created:

Review date(s):

Section 2: Where I Am Now

Use this section to capture your current position factually.

My Key Strengths (What | already do well)

Areas | want to Improve (Where development would make the biggest difference)

Relevant Feedback or Recent Experiences (Formal feedback, informal comments, challenges, observations)
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Personal Learning & Development Plan Template

Section 3: SMART Development Goals

List 3-5 meaningful development goals.
Use SMART to shape each goal so it is clear, realistic, and focused:

e Specific —What exactly do | want to improve or change?

e Measurable - How will | know progress is being made or that | have succeeded?

e Achievable —Why is this realistic alongside my other commitments and within my control?
o Relevant - Why does this matter to my role or future direction?

e Time-bound — By when do | aim to see progress or achieve this goal?

SMART Development Goal 1

SMART Development Goal 2

SMART Development Goal 3

SMART Development Goal 4

SMART Development Goal 5
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Personal Learning & Development Plan Template \

Section 4: Learning & Development Actions

For each goal, identify practical actions that will help you develop.

Goal # | Action

Support or resources needed

Target Date

Section 5: Time & Constraints

When Will | Realistically Work on this Development?

What Pressures or Priorities Might Get in the Way?
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Personal Learning & Development Plan Template \

Section 6: How I Will Check Progress

What Changes Should | Expect to See in My Behaviour or Confidence?

Who Can Give Me Useful Feedback?

What Evidence Can | Point to That Shows Progress?

Section 7: Review & Reflection

What Progress Have | Made Since the Last Review?

What Has Worked Well?

What Has Not Worked, and Why?

What Will | Adjust, Pause, or Stop Before the Next Review?
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