Guidelines for a Development Discussion




Guidelines for Conducting a 1-1 Development Discussion
The recommendations in this document are meant to be used in a development discussion. We are using the term here to mean a conversation that assists an employee to grow and strengthen their skills.  
This conversation could be initiated by either the employee or their manager. It is not recommended, however, that this conversation be used as a performance review or for a disciplinary discussion.  There are other more appropriate tools for those activities.
Role Recommendations for Development Discussion

Employee- the focus of the development discussion
· This discussion could be initiated by either the employee or manager.

· If the employee has initiated the conversation, then it is recommended the employee lead the discussion.
Manager of Employee- direct manager/supervisor of the employee
· Whether or not you have requested this meeting, allow this to be a give-and-take conversation about the employee’s development.
· If the employee has initiated the conversation, then it is recommended that the employee lead the discussion.  

· If the manager requested the meeting, then it would be appropriate for the manager to lead it.  It would be important to state why the meeting is being requested and what is to be accomplished. Be curious and ask questions (not leading questions!). Watch out for any tendency to “tell” the employee what to do.
· It is important to listen, support, encourage, be a guide, provide perspective, and fund, if appropriate, those development activities that will increase employees’ skills.
· Refer additional resources that can help the employee: Educational Reimbursement Program, professional associations, conferences, cross-training opportunities, etc.
· Offer a mentor or job shadowing opportunities (where appropriate) or assign a new project that would expand their skills and experience. 

Trainer in the Agency
· To listen, support, encourage, provide perspective and be a guide and resource for their development.
· Sometimes employees want to talk with someone other than their manager. Listen and provide development perspectives and appropriate guidance for the situation. Encourage employees to discuss their development with their manager.
· Refer additional resources that can help the employee: Educational Reimbursement Program, professional associations, conferences, cross-training opportunities, etc.
· Contribute additional Career Exploration resources that might assist the employee.
Steps for Conducting the Development Discussion
Step 1:
Before the Meeting
	Employee
	Manager

	· Review either the All Employee Development Toolkit or the Manager / Supervisor Development Toolkit, whichever is appropriate.  

· Complete the associated Assessment
	· Review either the All Employee Development Toolkit or the Manager / Supervisor Development Toolkit, whichever is appropriate.  
· Think through how you can best support the employee’s development



Step 2:  During the Meeting
	Discuss: 

	· What the employee would like to accomplish during this meeting 

· What they see as an outcome and how they see their role contributing to that outcome (Manager to Employee)
· The Competency Model and the employee’s Assessment results (employee to bring)
· Any other skills important to the employee’s functional area (finance, environmental sciences, behavioral science, legal, etc.)
· Any skills specifically needed in their Agency

· Any skills critical for success on the current job

· Any skills important for their future success

· Next steps and plan moving forward
Anything else that comes up in the discussion that is important for the employee’s success.



	NOTE:

· Remember that taking the assessment is voluntary and not mandatory

· Manager’s role is to support (see role definitions above)
· Don’t try to take on too much in this meeting. Narrow it down to the most critical areas. And iterate the path to success!

· Schedule a follow-up conversation



Step 3:   After the Meeting
	Employee
	Manager

	· Draft Development Action Plan (there is a template in the All Employee and Manager/Supervisor Development Toolkits)

· Review Development Plan with Manager

· Implement the plan


	· Review Employee Development Plan with Employee

· Occasionally, check in with the employee to see how they are progressing and discuss possible obstacles

· Be encouraging and complementary (authentically, of course)
· Emphasize progress and not perfection
· Share relevant resources, insights and support




Strategies for a Successful Discussion
· It is recommended that this discussion be driven by the employee.

· Have the development discussion in a private environment.

· Ask questions that allow the employee to explore possibilities or options without telling them or giving them the answers.

· Be curious, let them talk about how they see their skills, their projects and their development.

· Allow the employee to create their development plan and then review with their manager.
· Collaborate with employee where their development needs support.  Support the development plan in terms of resources, time for classes, a perspective, new ideas, and funding, etc. where it makes sense.
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Contact Learning and Employee Development at 408 993-4830 or led@ceo.sccgov.org  for assistance.
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