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The aim of this resource is to provide an introduction to the 
process of developing learning plans and give you a framework to 
structure your planning activities. It has been written in a generic 
style so that it is suitable for all social service providers no matter 
numbers of staff or type of employer. 


Developing learning plans should be a key strategic activity for all 
organisations and undertaken in close co-ordination with the 
development of the organisation’s business planning and financial 
planning.  


Planning how to develop your workforce is not a new activity or 
area of work. It is something that managers and others have 
always been engaged in to varying degrees. It has fairly obvious  
links with change management and can be viewed being concerned with ensuring that, to use a now well 
known phrase, “you have the right people with the right skills in the right place at the right time”.


With regard to developing learning plans the following themes are fairly common:


•  The need to be clear about the direction of the organisation, taking into account current and 
__future drivers.
•  Identification of the skills and knowledge staff require in order to achieve both the goals of the 
__organisation and to keep abreast of the agendas/drivers shaping service delivery. This includes changes 
__in legislation.
•  Review of current job descriptions to ensure they reflect the required roles and responsibilities.
•  Check that there are clear policies in relation to induction, recruitment and workforce planning.


To provide a starting point for you in this process, we have included a format for encouraging individuals to
identify the learning needs and a format to support managers in collating individual learning needs and 
prioritising them. To assist both employees and managers, we have included the Continuous Learning 
Framework’s Personal Capabilities, the CLF material on “Planning for Learning” and the full range of Skills
Sets (for staff who may be undertaking and SVQ). The Skills Sets include links to the full SVQ units, but it
it should be noted that these requirs an internet connection to work.


It is not our intention that this resource be used in isolation. You may wish to use it with individuals, in 
conjunction with the Career Development Toolkit, and at an organisational level, in conjunction with the 
Workforce Planning Guide - both of which are also available on Workforce Solutions.


There are of course a wide range of generic Trainng Needs Analysis tools and resources available online, 
and you may wish to use these along with, or instead of this resource. 


We hope you find this a useful starting point and find ways to build your own resources from here.
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Name: 


Job Title: 


Period Covered: 


Location: 


Main Duties: Learning in
last twelve
months


Skill Area/Capability Action planned/needed Timescale/
Target date 


My role/responsibility My employer’s role/responsibility


Essential? 


Desirable? 


Skill Area/Capability Action planned/needed Timescale/
Target date 


My role/responsibility My employer’s role/responsibility


Essential? 


Desirable? 


individual learning plan
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individual skills assessment


Skill Area/Capability Action planned/needed Timescale/
Target date 


My role/responsibility My employer’s role/responsibility


Essential? 


Desirable? 


Skill Area/Capability Action planned/needed Timescale/
Target date 


My role/responsibility My employer’s role/responsibility


Essential? 


Desirable? 


Skill Area/Capability Action planned/needed Timescale/
Target date 


My role/responsibility My employer’s role/responsibility


Essential? 


Desirable? 





		BlankSkillAssessment01v2

		BlankSkillAssessment01_p2v2



		Name: 

		Period: 

		Job Title: 

		Location: 

		Main Duties: 

		Learning: 

		MyRole01: 

		MyEmployersRole01: 

		Target01: 

		Check Box01: Off

		Check Box102: Off

		Skill Area 01: 

		Action01: 

		Skill Area 03: 

		Action03: 

		Target03: 

		Check Box05: Off

		Check Box06: Off

		MyRole03: 

		MyEmployersRole03: 

		Target02: 

		Check Box07: Off

		Check Box08: Off

		Skill Area 04: 

		Action04: 

		MyRole04: 

		MyEmployersRole04: 

		Skill Area 02: 

		Action02: 

		Check Box03: Off

		Check Box04: Off

		MyRole02: 

		MyEmployersRole02: 

		Check Box09: Off

		Check Box10: Off

		Skill Area 05: 

		Action05: 

		Target05: 

		Target04: 

		MyRole05: 

		MyEmployersRole05: 
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individual skills assessment


Skill Area/Capability Action planned/needed Timescale/
Target date 


My role/responsibility My employer’s role/responsibility


Essential? 


Desirable? 


Skill Area/Capability Action planned/needed Timescale/
Target date 


My role/responsibility My employer’s role/responsibility


Essential? 


Desirable? 


Skill Area/Capability Action planned/needed Timescale/
Target date 


My role/responsibility My employer’s role/responsibility


Essential? 


Desirable? 





		Skill Area 06: 

		Skill Area 07: 

		Skill Area 08: 

		Action06: 

		Target06: 

		MyRole06: 

		MyEmployersRole06: 

		Check Box11: Off

		Check Box12: Off

		Action07: 

		Target07: 

		Check Box13: Off

		Check Box14: Off

		Check Box15: Off

		Check Box16: Off

		MyRole07: 

		MyEmployersRole07: 

		Action08: 

		Target08: 

		MyRole08: 

		MyEmployersRole08: 
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Manager: 


Period Covered: Team/Workplace/
Service: 


Skill Area/Capability Action Required 


Timescale/
Target date 


team/service learning plan


Organisational Objective 


Mandatory 


Essential 


Desirable 


Priority 


Skill Area/Capability Action Required 


Timescale/
Target date 


Organisational Objective 


Mandatory 


Essential 


Desirable 


Priority 


Skill Area/Capability Action Required 


Timescale/
Target date 


Organisational Objective 


Mandatory 


Essential 


Desirable 


Priority 
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Skill Area/Capability Action Required 


Timescale/
Target date 


team/service learning plan


Organisational Objective 


Mandatory 


Essential 


Desirable 


Priority 


Skill Area/Capability Action Required 


Timescale/
Target date 


Organisational Objective 


Mandatory 


Essential 


Desirable 


Priority 


Skill Area/Capability Action Required 


Timescale/
Target date 


Organisational Objective 


Mandatory 


Essential 


Desirable 


Priority 


Skill Area/Capability Action Required 


Timescale/
Target date 


Organisational Objective 


Mandatory 


Essential 


Desirable 


Priority 





		service learning plan

		service learning plan_P2



		team/workplace/service: 

		Period: 

		Manager: 

		Skill02: 

		Check Box04: Off

		Check Box05: Off

		Check Box06: Off

		OrgObj02: 

		Action02: 

		Date02: 

		Skill03: 

		Check Box07: Off

		Check Box08: Off

		Check Box09: Off

		OrgObj03: 

		Action03: 

		Date03: 

		Check Box10: Off

		Check Box11: Off

		Check Box12: Off

		Skill04: 

		OrgObj04: 

		Action04: 

		Date04: 

		OrgObj01: 

		Skill05: 

		Action05: 

		Date05: 

		Check Box13: Off

		Check Box14: Off

		Check Box15: Off

		Skill06: 

		OrgObj06: 

		Action06: 

		Date06: 

		Check Box16: Off

		Check Box17: Off

		Check Box18: Off

		Skill01: 

		Check Box01: Off

		Check Box02: Off

		Check Box03: Off

		Action01: 

		Date01: 

		Skill07: 

		OrgObj07: 

		Action07: 

		Date07: 

		Check Box19: Off

		Check Box20: Off

		Check Box21: Off

		OrgObj05: 
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Skill Area/Capability Action Required 


Timescale/
Target date 


team/service learning plan


Organisational Objective 


Mandatory 


Essential 


Desirable 


Priority 


Skill Area/Capability Action Required 


Timescale/
Target date 


Organisational Objective 


Mandatory 


Essential 


Desirable 


Priority 


Skill Area/Capability Action Required 


Timescale/
Target date 


Organisational Objective 


Mandatory 


Essential 


Desirable 


Priority 


Skill Area/Capability Action Required 


Timescale/
Target date 


Organisational Objective 


Mandatory 


Essential 


Desirable 


Priority 





		Skill08: 

		OrgObj08: 

		Action08: 

		Date08: 

		Check Box22: Off

		Check Box23: Off

		Check Box24: Off

		Check Box25: Off

		Check Box26: Off

		Check Box27: Off

		Check Box28: Off

		Check Box29: Off

		Check Box30: Off

		Check Box31: Off

		Check Box32: Off

		Check Box33: Off

		Skill09: 

		OrgObj09: 

		Action09: 

		Date09: 

		Skill10: 

		OrgObj10: 

		Action10: 

		Date10: 

		Skill11: 

		OrgObj11: 

		Action11: 

		Date11: 








Finding your way around


It’s fairly straightforward to find your way around 
the portfolio when you’ve opened it in Acrobat 
Reader.


To browse through the contents, click anywhere 
on the screen and then use the left and right 
arrow keys on your keyboard to scroll through 
the contents of the Guide. Alternatively you can 
click the arrows on screen (small white triangles 
at either side of the screen), or click on one of 
the beige page icons at the bottom off the 
screen. These will also help you see all of the 
contents of the Guide. 


Clicking on the Home button            in the top, 
left corner of the screen
will take you back to the beginning as seen in 
the image on the right.


Page Icons Next Page


Viewing files
To view individual files in the Guide, double click on the file image and the document will open 
up to fill the Acrobat Reader screen.


Clicking on the Home button            in the top, 
left corner of the screen
will take you back to the beginning .
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Using the worksheets


The Learning Plan Framework, is essentially a 
set of worksheets which you can use to struc-
ture your planning process.


To use these worksheets, after double-clicking a 
document to view it, you should click “Open” (in 
the top rightcorner of the Acrobat Reader 
screen).


You should then click the “Highlight Fields” button shown on the image above. This will show 
you where you can type in your responses to the activities. The screen will now look something 
like this:


Once you have finished working with the document, you should save a copy on your computer 
by clicking “File”, then “Save a copy”. We would recommend you change the filename Acrobat
suggests to something which will make the file easier to find on your computer. This also 
ensures that blank forms are available for re-use. 
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		Readme01

		Readme02



