 Personal and professional development: Activity planner

Name:   




Period from:  




Period to:

Planning Professional Personal

	Your aims
	Professional
	Personal

	What would you like to achieve in the next twelve month period?

How would you like to develop yourself?

What skills will you need for the future?

Are there any particular problems you would like to solve?


	
	

	Learning needs
	
	

	What areas do you wish to develop in the next twelve months?


	
	

	Work skills
	
	

	What technical skills do you need to improve in the next twelve months?


	
	

	Future Learning Needs
	
	

	Where would you like to be in three to five years time?

Does this change your plan?

	
	


Priorities and strategies

Which is the top priority, second, and so on? When would you like to achieve each? How might you achieve this learning (e.g. self study, course attendance)
	Your priorities

(learning needs and skills development)
	How will you do this?
	What help and resources do you need?
	When do you hope

to do this by?
	When was this

accomplished?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Record of activities
	Date
	Activity
	Duration
	Development
	Potential Application
	Usefulness
	Development Hours

	The date the

activity took place
	What type of development activity have

you undertaken? It may be a course or

an event or a work related task


	How long did the

activity take?


	Explain what you gained in one

of these terms:

• Skills: something you can now do

• Knowledge: Something you now know

• Experience: Something that reinforced

what you know or understand or

introduced you to something new


	Where do you think this development

will have the most impact, and when

will you be able to use it?


	On a scale of 1

very useful to 5 not

at all useful how

would you rate this development?


	Claimed Cumulative


	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Da
te Activity review
	Planning
	Professional
	P Personal P

	Review comments – achievements
	
	

	What has been your greatest achievement during this review period?

What does it mean for you professionally and personally?

What did you learn from the experience?


	
	

	Review comments
	
	

	What have you not achieved and why?

How have your development plans changed as a result?

What new learning needs has this generated?


	
	

	Activities to be carried forward
	
	

	What activities would you like to carry forward into next year?

What activities need further development?


	
	

	Moment of realisation
	
	

	What has been this year’s ‘light bulb moment’ when you have learnt or experienced something that has helped to make sense of everything else or which was truly inspirational? It could be a phrase, a quote, or a brilliant idea.


	
	

	Review date
	Proposed                      Actual
	Proposed                      Actual

	Set a date for when you will look at your plan again and revise it. Make room for at least two reviews before the end of the plan year.


	1st                                   1st

2nd                                                   2nd

	1st                                   1st

2nd                                                   2nd


	Cross reference
	
	

	Some or most of the activities you plan may be the requirements of other bodies you belong to. Make a note here.
	
	


