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Human resources

Staff development plan

User guide

Turn a development goal into action, support and reviewable progress.

Author: TAS — Tareq Abushawish
Updated: 2026-09-14 | Version: 1.0 | Suggested time: 20 minutes

Read the questions, review the fictional example, then complete the blank worksheet for your
own context.

Before using the tool

0 Are the purpose and audience clear?

[0 Have you separated evidence from assumptions?

[0 Have you defined a next action, owner and date?

Fictional completed example

This is a fictional completed example for illustration only. It does not describe actual project
results.

Development goal Write a clear report recommendation

Practical action Review an example and prepare a draft

Support needed Peer feedback

Date Next meeting

Evidence of progress A draft connecting recommendation and evidence

Review and adjustment  Agree one adjustment after review

Use and adaptation

A general TAS template, available for educational and professional use and adaptation with attribution and
disclosure of changes. It implies no external accreditation.

Tool limits

A fictional example for illustration; adapt to context. It does not represent individual data or actual project
results.
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Human resources

Staff development plan

Blank worksheet

Complete the fields in the spaces provided. Edit this file and expand the cells as needed, or print
the worksheet to write by hand.

Prepared by or team:
Draft date:

Field Your response

Development goal

Practical action

Support needed

Date

Evidence of progress

Review and adjustment

Review before use
Complete one draft, then review it with those involved before use.

Review notes:
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