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IDP — Individual Development Plan with Template

The IDP workflow allows for the
creation of the plan to be built,
add or personalise goals, actions
and talking points and for the
Employee to ‘approve’

Once objectives and actions are agreed

Any objectives you
Remember to click the

in your review, the Manager ‘approves * APPROVE button when et
. . you have agreed your
the Plan, from their profile and you Employee objectives! e

Approves Plan

approve from Employee profile

Touchpoint Touchpoint Touchpoint Touchpoint

The Status will move from ‘Not started’ Kick-Off Meeting Mid-point Meeting ~ Ad-hoc Meetings End-point Meeting

to ‘Agreed’. As updates are made the

. A PL Cl PL
status moves to ‘on-going’, at the end Akt dtticd
of year/plan the Manager closes the

Plan to move it to ‘closed’ status

You can copy any objectives from a
closed plan to a new/live plan if you
wish for the following year
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Completing a development plan

Select the %
Development Tile ’

from your welcome

o

Dashboard Competencies Certificates

Welcome back, Albus H r

eeeeeeeeeeeeeeeeeeeeeeeeeeee

88 Configure Shortcuts A




Completing a development plan

Your IDP has been
loaded to your profile
by your organisation

Here you will see the
plan and timelines

The red reminder bar
remains until you have
completed, saved and
approved your plan

Home

Switch to C10

Development (PDR)

This area is where you can create and edit your plans, objectives, and actions to improve your competency.

ViewAs: Employee v

L + Create anew Plan

o
Os
Dashboard

Please remember to approve the agreed plan

Notyet Approved by manager |

@

Competencies

Certificates

®

Cross-review

14

Learning

@

Development
(PDR)

CPD Log

=

Career Journey

Portfolio

Individual Development Plan 2026 -
Started 1 Dec 2025 (ongoing for 184 days, 210 days to go!)

25 Talking Points
~ ¥ Touchpoints

O Kick-off Meeting

{ Quarterly Review
O Quarterly Review
O Quarterly Review
¢ End-Point Review

Identify a core technical skill

~ & orindustry.recognized
certification and complete
the training/exam.

or a specific

jon or advanced
training course by the end of
Month 1

Audit a recurring workflow
within your team or
department and implement

~ & anautomation or
optimization that reduces
manual effort by at least 15-
20%.

Create a "Current State

{7 Jan 2026: Kick-off Meeting

MAY JUN JuL AUG SEP

<& 3 Apr2026: Quarterly Review

O 3Jul 2026: Quarterly Review

Previous Login: 14 May 2026

e
& Today | [ <

o

DEC 2025 - MAY 2027

JAN FEB MAR APR MAY

2 Oct 2026: Quarterly Review

18 Dec 2026: End-Point Review




Completing a development plan

Select ‘Touchpoints’
to open the right-
hand panel

Here you can adjust
the date, add
comments and
documents

Click ‘Save’

Switch to C10

&

®

Started 1 Dec 2025 (ongoing for 184 days, 210 days to go!)

2025 2026

C AN FEB  MAR

< 7 Jan 2026: Kick-off Meeting

Home Rlanloms
~ 5 Talking Points 000
Oa
Dashboard ¥ Touchpoints
O Kick-off Meeting 000
&)
Competencies & Guarterly Review 000
&R <O Quarterly Review 000
Certificates
O Quarterly Review 000
@ < End-Point Review (alas)
Cross-review.
Identify a core technical skill
or industry-recognized
certification and complete
s & certi ind compl 000
the training/exam.
Learning
Register for a specific
certification or advanced
@ < training course by the end of 000
Month 1,
Development
(PDR) Audit a recurring workflow
within your team or
o department and implement
= & an automation or 000
optimization that reduces
Gty manual effort by at least 15-
20%.
% Create a "Current State"
Career journey 49 flowchart of one recurring 000
team process.
(25| Lead a cross-functional
& initiative or formalize a 000
Portfolio mentorship role.
Volunteer to lead a "Post-
Mortem" or project review 000
o session,

Identify a "big picture”

<> 3 Apr 2026: Quarferly Review

{ Pt

APR

JUN Jur AUG SEP ocr NOV DEC

<& 3)Jul 2026: Quarterly Review
& 20ct 2026: Quarterly Review

O 18]

Touchpoint
Individual Development Plan 2026

Start Date *

7 Jan 2026 8

Template

Touchpoint | Kick-Off Meeting v

Touchpoint

Kick-off Meeting

| & Comment B9 Document

Delete




Completing a development plan

Add a comment opens this
view

Use the free text box to
add your comment,

‘Submit’ will turn blue
when text is entered

Your comment will appear
below with a date stamp o
when the comment was

made once ‘Submit’ has
been clicked

*Comments cannotbe added
to once submitted



Completing a development plan

Click Documents And
then ‘Browse files’

Comments/ Evidence

Comments; i/ Evidence (1) Documents (0)
Add a file Browse Files
Supports docx,xisx,pdf,png up to 20 MB per file
) )
he File search box will

Q search

appear, once document — . e “
has been found and | - e

selected the ‘open’ will
turn blue, click to
upload




Completing a development plan

A confirmation box will
appear

A date stamped

uploaded document will
show in the right-hand
panel &E, O

Uploaded Completed! B customer Communication 2026 (2).pdf 3 MB

&




Completing a development plan

Click on the Objective
title

You can alter the dates
using the calendar
icons

Click ‘save’ once
completed

80
o
Dashboard

(&)

Competencies

&

Certificates

&

Cross-review.

=4

Learning

jc

Development
(PDR)

CPDLog

B

Career journey

BB

Portfolio

Switch to C10

‘ Started 1 Dec 2025 (ongoing for 184 days, 210 days to go!)

Plan Items

5 Talking Points
~ ¥ Touchpoints

< Kick-off Meeting
Quarterly Review
Quarterly Review
Quarterly Review

End-Point Review

000

000
000
000
000
000

2025
DEC

Identify a core technical skill

A é or industry-recognized
certification and complete
the training/exam.

000

ﬁ certification or advanced
training course by the end of
Month 1,

Audit a recurring workflow
within your team or
department and implement

~ & anautomation or
optimization that reduces
‘manual effort by at least 15-
20%.

Create a "Current State"
49 flowchart of one recurring
team process.

Lead a cross-functional
~ & initiative or formalize a
mentorship role.

Volunteer to lead a "Post-
Mortem" or project review
session,

Identify a "big picture”

000

000

000

000

{ Pt

2026
JAN FEB MAR APR MAY

< 7 Jan 2026: Kick-off Meeting

< 3 Apr2026: Quart

JUN Jur AUG SEP ocy

lerly Review
<& 3)Jul 2026: Quarterly Review

O 29

Objective
Individual Development Plan 2026
=
Objective Details Competency Gaps
Nov DEC
Status R
Objectve Progress 0—0—0
Agreed Ongoing Done
Start Date * End Date *
S Jun 2026 B 31 Mar 2026 S
Z June 2026 >
ation v
1 2 3 a o 6 7
8 9 0 1 12 13 14  dustry-recognized certification and cc
5 6 7 g8 19 20 2




Completing a development plan

Status of the objective

can be updated b —
p y Individual Development Plan 2026
=
Started 1 Dec 2025 (ongoing for 184 days, 210 days to go!)
ticking the required box | & .
one L L G DEC  JAN FEB  MAR  APR  MAY  JUN JUL  AUG  SEP OCT  NOV  DEC
s @ Talking Points 000 ¢ Status ®
1
Dashboard
~ B Touchpoints Objective Progress 0—0
ngoing Done
O Kick-off Meeting 000 & 7Jan 2026: Kick-off Meeting
se thei1ree text box 1to )
P O Quarterly Review 000 & 3 Apr2026: Quarterly Review Start Date * End Date *
. .
add a description ® ¢ g 000 - sk ey e swmme & smar
Certificates
< Quarterly Review 000 & 20ct 2026: Quarterly Review Objective Type
Technical Mastery and Certification v
(63 & End-Point Review 000 O 18t
Cross-review
M (1 b Identify a core technical skill
lick ‘Save S
= certification and complete i Identify a core technical skill or industry-recognized certification and cc
the training/exam. i
Learning !
Register for a specific H ive description
certification or advanced !
o 17 Caningoursebythéendot. . 200 S B I U = L
Month 1,
Development
(PDR) Audit a recurring workflow Add description here
within your team or
o department and implement
= ~ & anautomation or 000 ¢
optimization that reduces
Gty manual effort by at least 15-
20%.
=3 Create a “Current State"
Career Journey 47 flowchart of one recurring 000
team process.
EB Lead a cross-functional
~ & initiative or formalize a 000 ¢
Portfolio mentorship role.
Volunteer to lead a "Post-
Mortem" or project review
session,
o
Identify a "big picture”

© Comme £5 Document



Completing a development plan

You can use these tick
boxes to update the |

Switch to C10 Plan Progress
Individual Development Plan 2026
tat f individual -
S a US O In IVI u a Hl@me O Kickoff Meeting 000 O 7Jan 2026 Kick-off Meeting Plan Done / Sign-off i\
H 141 < Quarterly Review 000 <> 3 Apr 2026: Quarterly Review
acuvities 5 Aoty i 0
Dashboard < Quarterly Review 000 & 3Jul 2026: Quarterly Review.

& Quarterly Review 000 & 20ct2026: Quarterly Revi Development Agreed Ongoing Done
= U=0={()
h l Competencies < End-Point Review 000 o Individual Development Plan 2026 R e
Or open up the plan Ve 0—0-0

= =) Talki P
G O o SR Agrst Ongoing Done

Certificates g

~ an automation or 000 ¢ .
progress from the plan e 0—-0-0
@ manual effort by at leas§ §- H Agreed Ongoing Done
B 20%. }
Cross-review. erly Review @] O O
47 flowchart of one recurrin 000 o
=7 (e process Quarterly Review 0—0—-0
Agreed Ongoing Done
Learning Identify a core technical jil
s or industry-recognized & . X (@) @) O
& certification and comple] 800 . ety nenon Agreed Ongoing Done
¢ S 9 im] the training/exam. i
i
ave progress oevelpment Regterfora spedec & et e 0—0-0
(FER) @ certification or advanced 000 .' AI G DU

training course by the en Audit a recurring workflow

highlights in Blue when pEri e OO0

Lead a cross-functional = i i Agreed Ongoing Done
CPD Log 8 3 optimization that reduces GrEEc OO S DW
h d C l k jimaise s | |BEOCDS H : manual effort by at east 15:20%,
changes are made C |
n g r ° I 0@ Volunteer to lead a "Post- 9 " ! R @] @ @)
Career journey 7 Mortem" or project revie 000 . . recurt cess. a
t d t it Identify a core technical skill o
O Save your upaates denty a g B et 0-0
(] problem the company is} and complete the training/exaf Agreed Ongoing  Done
Portfolio ~ B facing and draft a forma) 000 : )
proposal or strategic P icat
roadmap to address it. i kS e by the

Agreed Ongoing Done

Schedule a 20-minute 1
o 47 "Discovery Coffee"witha fd OO0 o0
from a different departm|

Lead a cross-functional initiative 0O—0—0

b

B Previous Login: 14 May 2026




Completing a development plan

You can click ‘View
Competency’ andthe |

U Switch to €10 View Competency Gaps x
ight-hand L will

right-nanda panet wi e Development (PR)

Home This area is where you can create and edit your plans, objectives, and actions to imprave your competency. Current 75?\
a p pe a r Advanced skills mpisnce [l

69 Fun Job Roles v

Dashboard
S Create/edit plan © View History| | & View Competency | 1225 view
Eomore v || > |
)
Compet Socti
Data from your current = Overewan T ) b ctiectves o your plen
) Do you want to create some objectives now? You can expand on these and add actions later, leave blank if you want to do thi Gap Analysis Summary

Ed e e s Rl AR Your competency level vs job requirement

l \S S e S S I I l e n t a re a S S & Professional accreditation in IT security | 8Jun 2026 - 8 Jun 2026 Job
b Talking Points Competency Current R Fentiness

(< Talking points to be discussed as part of

ﬁg the plan Advanced PHP n s oD
whnere a gap petween o

1= Objectives and Actions

currentindicatorand Job | 5. it scsmayorson | (4% Add Actons to your lan
now or do it later # Do you want to create some actions now? You can expand on these later, leave blank if you want to do this later.
Level Requirement was w

Development Touchpoints 49 Schedule a 20-minute *Discovery Coffee" with a lead from a different department. | 8 jun 2026 - 8 Jun 2027
(POR) @ Review dates and touchpoints for your

identified will be listed.

&
. . . CPDLog @ AR 8 Jun 2026 e 8 Jun 2027 [E]
T h I S a S S I Sts yO u I n % EROCUE B Action name 2 Link to this objective (optional)

Career journey. Do not link to a objective (default)

building in an objective
2E]
or action to close the
gap into your IDP =

B Previous Login: 8 Jun 2026




Completing a development plan

Progress of Meetings,
objectives and Actions
can quickly be Ticked
(Whilst in the meeting
or after)

Click ‘Save Progress’

80
o
Dashboard

&

Competencies

&

Certificates

@&

Cross-review.

154

Learning

jc

Development
(PDR)

CPDLog

B

Career journey

6B

Portfolio

v

Switch to C10

¥ Touchpoints

Kick-off Meeting

Quarterly Review
Quarterly Review
Quarterly Review
End-Point Review

Audit a recurring workflow
within your team or
department and implement
an automation or
optimization that reduces
‘manual effort by at least 15-
20%.

Create a "Current State"
flowchart of one recurring
team process.

Identify a core technical skill
or industry-recognized
certification and complete
the training/exam.

Register for a specific
certification or advanced
training course by the end of
Month 1.

Lead a cross-functional
initiative or formalize a
‘mentorship role.

Volunteer to lead a "Post-
Mortem" or project review.
session.

Identify a "big picture”
problem the company is
facing and draft a formal
proposal or strategic
roadmap to address it.

Schedule a 20-minute
“Discovery Coffee" with a lead
from a different department.

000
000
000
000
000

000

000

a00

000

000

000

000

000

< 7Jan 2026: Kick-off Meeting

<> 3 Apr 2026: Quarterly Review

Previous Login: 14 May 2026

<& 3Jul 2026: Quarterly Review

& 20ct 2026 Quarterly Review

{ s

Plan Progress
Individual Development Plan 2026

Plan Done / Sign-off

Approved by Employee

Development

Individual Development Plan 2026

@]

Agreed Ongoing Done

O=0=0)

Talking Points

Kick-off Meeting

Quarterly Review

- el OE®)

Agreed Ongoing Done

o ofs]

0—0—0

Agreed Ongoing Done

Quarterly Review’

Quarterly Review

End-Point Review

Audit a recurring workflow
within your team or department
and implement an automation or
optimization that reduces
manual effort by at least 15-20%.

Create a “Current State" flowchart

recurring team process
Identify a core technical skill or

industry-recognized certification
and complete the training/exam.

Agreed Ongoing Done

0—0—0

ngoing  Done

0—0—0

Agreed Ongoing Done

@ 00O

Agreed Ongoing Done

0—0
Agreed Ongoing Done
0—0

Agreed Ongoing Done

0-0-0

Agreed Ongoing Done




Completing a development plan

Once the kick off

meeting with your line s bl DR

+ CreateanewPlan |

Development (PDR)

manager has been
completed and
objectives have been
discussed and updates
made

Click ‘Approve plan as

Home

QQ Please remember to approve the agreed plan

Dashboard

@

Competencies

Individual Development Plan 2026 v
Started 1 Dec 2025 (ongoing for 184 days, 210 days to go!)

G

Certificates

JAN FEB MAR

Talking Points 00

Touchpoints

O Kick-off Meeting & 7)an 2026: Kick-off Meeting
14 & Quarterly Review 000 : <& 3 Apr2026: Quarterly Review

Learning

w

Quarterly Review 000

certification and complete
the training/exam.

for a specific

ion or advanced P

JuL AUG SEP

3 Jul 2026: Quarterly Review

Previous Login: 14 May 2026

Notyet Approved by manager |

£ Today | [ < | DEC2025-maY 2027

ocT Nov DEC JAN FEB MAR APR MAY

& Quarterly Review )( O 20ct 2026: Quarterly Review
’ Development
PDR) A \C
el I | p loyee (D8] O End-Point Review < 18 Dec 2026: End-Point Review
& Audit a recurring workflow
within your team or
CPD Log department and implement
& an automation or 000 .
optimization that reduces
2 | effort by at least 15-
2 manual effort by at leas
20%.
Career Journey
7 -
R team proce
Portfolio " " N
Identify a core technical skill
s industry-recognized J

' Approve plan as employee



Completing a development plan

You have now
updated and
approved your plan;
your Manager will
approve from their
view to move it to
‘Approved’ status.
Every time you log in
you will now see your
updated plan,
timeline, and
progress

@, Switch to C10

Home
80
o

Dashboard

&S]

Competencies

G

Certificates

S
Cross-review

134

Learning

(]

Development
(PDR)

&

CPD Log

&

Career journey

EB

Portfolio

o

=]

Development (PDR)

This area is where you can create and edit your plans, objectives, and actions to improve your competency.

Individual Development Plan 2026 3
Started 1 Dec 2025 (ongoing for 184 days, 210 days to go!)

B Bewes: DEC JAN FEB MAR  APR MAY

) Talking Points DC

~ ¥ Touchpoints

< Kick-off Meeting < 7Jan 2026: Kick-off Meeting

O Quarterly Review 000 : O 3 Apr2026: Quart
O Quarterly Review 000
< Quarterly Review

N

O End-Point Review

Audit a recurring workflow
within your team or
department and implement

~ & anautomation or
optimization that reduces
manual effort by at least 15-
20%.

Create a "Current State’

one recurring 00 : o

Identify a core technical skill

(& Orindustry.recognized e
certification and complete ?
the training/exam.

Register for a specific
5 certification or advanced A
training course by the end of

Month 1

ViewAs:  Employee v

L + Create a new Plan

f‘ 5] Today.‘ \ < | pEc2025-mAv2027 | > |

JUN JuL AUG SEP ocr Nov DEC JAN FEB MAR APR MAY

lerly Review
O 3)ul 2026: Quarterly Review
<> 20ct 2026: Quarterly Review

< 18 Dec 2026: End-Point Review

Previous Login: 14 May 2026



IDP Manager’s Approval | Individual Development Plan

The IDP workflow allows for the
creation of the plan, add or
personalise Objectives, actions and
talking points and for the
Employee to ‘approve’

Once objectives and actions are agreed f . . Any objectives you
L il Remember to click the haven’t completed can
in the ‘Kick-off’ Meeting the Manager : APPROVE button when be copied to next year's
. ) = you havg agreed your plan
‘approves ‘the Plan, from their profile AiD e objectives!

and the Employee also ‘approves’ the
plan from their profile

Touchpoint Touchpoint Touchpoint Touchpoint
Kick-Off Meeting Mid-point Meeting Ad-hoc Meetings End-point Meeting

The Status will move from ‘Not started’
Approves Plan Closes Plan

to ‘Agreed’. As updates are made the
status moves to ‘on-going’, at the end

of year/plan the Manager closes the
o Not-Si d Al d On-goi Closed
Plan tomgueiiu NSRBI

You can copy any objectives from a
closed plan to a new/live plan if you
wish for the following year

comaea
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