SOP: Development Plan and Goal-Setting Guidelines

This SOP provides a comprehensive framework for development plan and goal-setting guidelines, detailing the
process of creating actionable and measurable objectives. It covers identifying personal and organizational goals, setting
SMART (Specific, Measurable, Achievable, Relevant, Time-bound) criteria, establishing timelines, tracking progress, and
conducting regular reviews. The aim is to facilitate continuous growth, enhance performance, and align individual and
team efforts with strategic priorities to achieve sustained success.

1. Purpose

To provide a standardized approach for creating and implementing development plans and goal-setting processes,
ensuring alignment with organizational objectives and fostering continuous improvement.

2. Scope

This SOP applies to all employees and teams within the organization engaged in personal, team, or organizational
development planning and goal-setting activities.

3. Responsibilities

¢ Employees: Identify development needs, participate actively in planning, and track progress.
e Managers/Supervisors: Support employees, provide feedback, and facilitate reviews.
¢ HR/Development Team: Provide guidance, tools, and ensure alignment with organizational strategy.

4. Process Overview

I[dentify development needs and goals
Set SMART objectives

Develop actionable plans

Establish timelines and milestones
Track progress

Review and adjust plans as needed
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5. Procedures

5.1 Identify Goals

e Conduct self-assessments and performance reviews.
¢ Align goals with organizational vision and strategy.
e Consider both short-term (within 12 months) and long-term goals (1+ years).

5.2 Set SMART Objectives

Criterion Description Example
Specific Clearly defines what is to be achieved Increase customer satisfaction rating

Achieve a 10% increase in satisfaction survey
scores

Measurable ' Quantifiable with defined metrics

Achievable | Realistic and attainable with available resources | Through targeted customer service training

Aligned with organizational or individual

Relevant priorities Supports overall company quality initiatives
Time- . .

Has a clear deadline or timeframe By the end of Q3
bound

5.3 Develop Action Plans

e Break goals into smaller, actionable steps.
¢ Assign responsibilities and resources.



e Document plans clearly and share with stakeholders.
5.4 Establish Timelines and Milestones

e Set start and completion dates for each action step.

¢ Define key milestones and deliverables.

e Use project management tools or calendars where appropriate.
5.5 Track Progress

e Monitor completion of milestones regularly (e.g., monthly, quarterly).

e Hold periodic check-ins and status meetings.
e Document progress and challenges.

5.6 Review and Adjust

e Conduct formal reviews at established intervals (at least bi-annually).
e Evaluate outcomes against objectives and KPls.
e Adjust goals, timelines, or action plans as needed based on feedback and changing priorities.

6. Documentation & Records

e Maintain individual and team development plans securely.
e Keep records of progress reviews and updates for reference and audits.

7. Continuous Improvement

e Solicit feedback on the goal-setting process for future enhancements.
e Encourage a culture of learning, adaptability, and accountability.
e Adapt the framework as organizational needs evolve.

8. References

¢ Organizational strategic plan
e Performance management policy
¢ HR development guidelines

9. Revision History

Version Date Description Author

1.0 2024-06-20 Initial release HR Department
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