Appendix I – Author’s Personal Development Plan

	Development area 
	Development activity & date to complete
	Resources/support required
	Measure of success
	Review method & review date

	Emotional Intelligence

· Self-awareness

· Self-Regulation

· Empathy 

· Social skills
	Read: Goleman, D (1996) Emotional Intelligence: why it can matter more than IQ.  London: Bloomsbury Publishing by 30th October 2013.

Self study/awareness raising: undertake a thought provoking Emotional Intelligence Test by 6th November 2013.

360 appraisal: gain feedback from various sources on my EQ skills by 13th December 2013.

Personal project: reflect on the results of the EQ test/360 appraisal and outline exercises/activities to develop Emotional Intelligence skills by 23rd January 2014.  


	Quiet reading time/

2 days 

Use free online EQ tests/ ½ day

- Management approval needed to gain feedback from customers, staff and stakeholders

- Officer time/1 day 

- Time to reflect and produce EQ development plan/ 

1 day

- Support and input needed from Manager and team.
	- Completion of book

- Increased knowledge about EQ

- Complete self assessment

- Completion of 360 appraisal

- Complete self-reflection and production of EQ development plan

- Improvement in EQ skills
	Self assessment on 31st October 2013

Self assessment on 11th November 2013

Self assessment on 14th December 2013

Self assessment on 24th January 2014.




	Development area 
	Development activity & date to complete
	Resources/support required
	Measure of success
	Review method & review date

	Leadership and Management

· Leadership and management

· Team development, employee engagement, setting team objectives


	Read: Watkins, M (2003) The First 90 days: critical success strategies for New Leaders at All Levels, Harvard Business School Press, by 3rd November 2013.

Course: CMI Certificate in Management and Leadership (Level 5), College

Team project: Organise a 1 day ‘awayday’ for team building, reflection and business planning, January 2014. 

Read: Sloane, P (2006) The Leader’s guide to Lateral Thinking Skills: Unlocking the Creativity and Innovation in You and Your Team, Kogan Page, before Awayday.


	-Self-study time at work and at home

-£20 book cost

- Time and support to practice and test-out newly learned strategies

- Business case and manager approval

- Cost of course: £1095

- Books from College Library.

- Study time: 1 day/wk

- Management support required

- Staff time: 1 day

- Venue & food costs

-Self-study time at work and at home

-£10 book cost


	- Read book

- Increased Management and Leadership Knowledge

- Completion of course

- Increased Management and Leadership Knowledge

- Achievement of awayday

- Increased team bonding and cohesion

- Positive and negative reflection undertaken

- Innovation and problem solving undertaken

-  Production of a draft business plan for 2014/15.


	- Feedback at team meetings (ongoing)

- Annual appraisal April 2014

- Monthly supervision after enrolment

- End of course review Sept 2014

- Annual appraisal April 2015

- Feedback questionnaire at end of awayday



	Development area 
	Development activity & date to complete
	Resources/support required
	Measure of success
	Review method & review date

	· Leadership and staff development 

· Project Management


	Course: ILM Workplace coaching for Team Leaders and First Line Managers (Level 3), College. Coaching and mentoring, 
Team project: Undertake an individual SWOT analysis and produce a personal development plan for each team member, March 2014.

Shadow: experienced managers during their project planning and project evaluation processes, now – March 2014.
	- Business case and manager approval

- Cost of course: £699

- Books from College Library.

- Study time: 1 day/wk

- Staff time: various

Shadowing time: approx 2-3hrs/wk
	- Completion of course

- Increased Workplace Coaching Knowledge

- Completion of individual SWOT analysis

- Production of a personal development plan for each team member

- Increased awareness of staff development needs

- Completion of shadowing exercise

- Increased practical knowledge about project planning and project evaluation methods
	- Monthly supervision after enrolment

- End of course review Sept 2014

- Annual appraisal April 2015

- 1:1 with each team member, March 2014

- Employee Development Plan Review April 2014

- Weekly reflection

- Annual appraisal April 2014.




	Development area 
	Development activity & date to complete
	Resources/support required
	Measure of success
	Review method & review date

	Operational/Technical Skills


	Meetings/Shadowing: Attend Regional Task Group/All Wales Technical Panel meetings for Environmental Health 

Attending University: Complete an MSc programme of study in Safety, Health and the Environment, by June 2015.

Continuous professional development: Engage in at least 30 hrs of CPD/year (Jan-Dec).

Read: research journals and professional magazines/news articles to keep up to date with research and good practice in Environmental Health, every Friday morning. 


	- Negotiate attendance and shadowing of managers at meetings

- Travelling time/cost and time at meetings

- Business case and manager approval

- Cost of course: £3,675

- Books: £150

- Study time: 1 day/wk

- Free CPD training provided by CIEH Wales

- approx £200 for specific training

- membership/ subscription fees

- self study approval

- Time to complete self study: 1-2hrs/wk
	Attendance at meetings

- Completion of structured programme & examinations

- Increased technical knowledge

- Completion of at least 30 hrs of CPD/year

- Increased technical knowledge

- Completion of weekly self study

- Increased technical knowledge 
	Self assessment review April 2014

- Monthly supervision meetings 

- Annual appraisal – April 2014

- Monthly supervision meetings

- Annual appraisal – April 2014

Self assessment – every Friday 


	Development area 
	Development activity & date to complete
	Resources/support required
	Measure of success
	Review method & review date

	Personal Skills

· Time management

· Organisational techniques & stress reduction

· Personal Motivation


	Personal practice: Delegate suitable work on a regular basis, ongoing task.

Read: Allen, D (2002) Getting things done: How to achieve stress free productivity, Piatkus, by November 2013.

AND

Read: Allen, D & Doland, E.R (2010), Unclutter your life in one week, Gallery Books. 

Research: Identify various motivational theories and techniques


	- Staff with adequate knowledge and time

-Self-study time at work and at home

-£10 book cost

-Self-study time at work and at home

-internet/books from library
	- Delegated task completed successfully 

- Increased time to focus on higher level work

- Completion of reading the book

- Increased knowledge

- Increased self-awareness about motivation theory and techniques
	- Monthly staff supervision with team members

- Monthly supervision with my line manager

- Ongoing personal reflection

- Monthly supervision with my line manager

Self assessment March 2014





