STANDARD OPERATING PROCEDURES for Employee

Individual Development Plan (IDP) Process

This SOP is to clarify the process in which to obtain authorization for training.   Aileen Bronner is the Training Coordinator for ASU-100.   

Purpose:

The ARA IDP program is an automated self-development tool and an organizational resource management tool.  IDP is not mandatory, but you will need an approved IDP on file in order to attend any training funded by ASU-100.

Principles:

· Employees responsible for their development

· Managers are responsible to efficiently apply resources

· Development opportunities are relevant and timely

· IDP process is easy to use

· IDP is used to request FAA support of learning

Suggestions for Implementation:

· Collaboration will allow employee and manager to satisfy each other’s needs (operational vs. developmental)

· Employee can provide evaluative feedback on developmental activities.

· Employee and manager can design ways to practice new skills in the workplace

· Training Coordinator can counsel during the IDP process

· The manager should meet with their employee at least twice a year to discuss developmental training
Utilize the IDP program

Click on the IDP icon. You will type the first letter of your first name and the first seven letters of your last name, i.e. abronner.  If you have not assigned a password, then tab past the password and click  <ok>.  You can assign yourself a password later.  Utilize the ARA IDP Training Tracking System quick reference to assign a password and update your personal data (attachment a).  If you need assistance, please see Aileen or Tina.

IDP Part I

IDP Part I is where you will set short and long-term goals, developmental assignments, and other activities.  To create or modify your IDP Part 1, click 

<IDP Part 1>. Comments your manager makes to your IDP can be viewed, but not modified, by selecting <Supervisor Comments>.  

IDP Part II

IDP Part II is where you list the training you plan to take for each fiscal year.  You can click on < add course>, < remove course>, or update by <move to FY> keys to create and modify information pertaining to your courses.  To print your IDP, click on <Print IDP>.  Then select which part(s) and fiscal year(s) to print.

SF182 Training Forms 

To generate or modify a SF182 training form, select the course then click on <Request>.

To complete the SF182, you will need pertinent information pertaining to the course, i.e., location of training, dates, vendor’s name & address and phone number.  The Internet and the Interweb are an excellent start for researching courses and course information.

Approval for Training

In order to take a training course funded by ASU-100, you will need to establish an IDP. Once you have completed IDP Part I, IDP Part II & SF182, you must have your managers’ signature.  Provide Aileen a copy of the signed IDP(s) and the SF182.  Aileen will review the complete IDP to see if you require assistance in setting up developmental assignments or other activities, i.e. details.   She will file the approved IDP and SF182 in your Training folder.  

Evaluation Sheet

When you have completed the course, you need to do an evaluation for the course that will become a permanent record in the IDP system.  Evaluation must be completed 3-5 working days upon returning from training.  To evaluate a course, select the course, then click on <Eval>.  You should meet with your manager to discuss what you learned and have your manager sign the evaluation form before providing a copy of the course evaluation and certificate to Aileen.

Training Completion

Aileen will:

· Update your IPPS Training History with the completed course information, 

· Annotate your individual training file.  

· Provide IDP generated and training spreadsheets and reports to managers.   

· Annually provide Individual Training History to you.
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