
Career Development 
Plan (CDP) 

Action done by: Employee and Manager
Visibility: Employee, Management Chain, HR Admin, 

HR Talent Admin, HR Partner 
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Overview

• Role of the developee:
• The person being developed owns their Career Development Plan (CDP)
• Accountable for:

• Creating their CDP
• Discussing CDP with Manager
• Accomplishing the goals outlined on their CDP
• Schedule progress discussions with manager

• Role of the manager:
• The manager of the developee is responsible to provide guidance, development 

opportunities and continuous feedback
• Accountable for 

• checking in and supporting the work on the Career Development Plan
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Presenter Notes
Presentation Notes
SUSAN add note in Coaching and Development - Schedule progress discussions with manager (Kimberly noted industry best practice is putting the scheduling onus on the employee)O



Employee Starts The Process

Navigate to “Start My 
Development Plan” 
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Select template named 
“Career Development 
Plan”

– Enter the Start Date
– Enter the End Date
– Click Submit
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Select Template



3. Answer questions
– Click Back to edit period start and end dates
– Click Next to advance to next step
– Click Save for Later if you want to revisit your answers
– NOTE: the progress bar on the left side will support your navigation through this 

template
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• Advance to Development Goals, Short-term goals, and Long-term goals
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Review and Submit
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Employee: Be sure to schedule follow-up discussions in Outlook.



CDP Manager Review and Input
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Manager Reviews and Adds to the CDP

Next, the 
manager inputs 
their answers 
and reviews 
alongside the 
employee’s 
responses.

Be sure to note 
any difference of 
opinion as that 
could make for 
rich 
developmental 
dialog.
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Manager Reviews and Adds to the CDP

Mostly, the 
manager will 
click submit. 
This will lock the 
form.

Progress on the 
plan can be 
captured by:

Manager Check-
Ins. (See next 
section)
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CDP Update Process:
Manager Check-In
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Once the CDP is Locked Use Manager 
Check-ins to update progress

This is from the 
manager’s view. Often 
quarterly is a good 
cadence to review 
progress. 

Check-ins can be 
linked. 

Be sure to click Notify 
Participant.
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Once the CDP is Locked Use Manager 
Check-ins to update progress

The manager or employee can then go to the 
employee’s profile

Click career

Click the hyperlink or view, to view the detail
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Once the CDP is Locked Use Manager 
Check-ins to update progress

Because we tagged a 
topic Q1 CDP Check-In 
we can link to that as 
an existing topic.
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Topics may be edited, viewed or deleted
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