
Staff Learning and Development Plan 

Date: [Insert Date] 

Dear [Employee's Name], 

As part of our commitment to your professional growth, we are pleased to present your Learning 

and Development Plan for the upcoming year. This plan is designed to support your career 

aspirations and enhance your skills aligned with our organizational goals. 

Goals and Objectives 

• Enhance leadership skills through workshops and mentorship programs. 

• Improve technical skills related to [specific tools or technologies]. 

• Develop soft skills such as communication and teamwork. 

Learning Activities 

1. Attend [specific training or workshop] on [date]. 

2. Participate in [e-learning courses, conferences, etc.] by [date]. 

3. Schedule monthly check-ins with [mentor or supervisor]. 

Evaluation and Feedback 

Progress will be assessed through regular feedback sessions and a final evaluation at the end of 

the year to ensure you are meeting your development objectives. 

Conclusion 

We are excited about your growth and development within our organization. Should you have 

any questions or require further clarification, please do not hesitate to reach out. 

Sincerely, 

[Your Name] 

[Your Position] 

[Company Name] 


