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What is an Individual Development Plan?

An Individual Development Plan, or IDP, is a tool used to set and track
your developmental goals.

Why do we have IDPs?

IDPs drive engagement through continual development.

IDPs encourage lifelong learning.

IDPs provide direction.

IDPs help us identify opportunities for growth and improvement.
IDPs prepare team members for their next role.

IDPs help us remain relevant in our industry.
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IDPs increase our marketability as talent.
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Creating Your IDP

Consider your current skills against those needed to perform well in
Step 1: your role. Are there any areas that you need to focus on developing? If
Reflect SO, make a note of these. At the start of your journey your goals will be
focused on mastering your role, but they will evolve with time.

Think about your professional goals. Where would you like to be in
Step 2: a year? In two years? If the developmental areas identified in Step 1
Goal relate to these goals — see whether you need to break them down into
setting smaller goals. Once you are performing well in your current role, you
can start noting down goals that relate to your career aspirations.

Identify what resources you will need to achieve your goals. Are there
SteP 3: people in the organisation that can help you? Do you need to complete
Ideptlfy any courses? Indicating the actions you need to take to achieve your
actions goals will assist you in making your goals more specific and attainable.

Work with your Line Manager to ensure that your goals are SMART and
Step 4 aligned with team and organisational goals. Your Line Manager will be
Refine able to advise you on whether your goals are realistic, as well as assist
with identifying steps to take towards achieving your goals.

Step 5:
Determine
milestones

Identify the steps and indicate when you hope to complete each one by.
Try to align these timelines with when you will have your review sessions.

You will have formal sessions with your Line Manager during which you
Step 6: will revisit and revise your IDP. During these sessions, you will look at
Review which goals you achieved and if some of your goals were not achieved,
and update consider the reasons for this. During these reviews, goals can be removed
your IDP and replaced once accomplished. They can also be adjusted if you
discover that your original goals were not realistic.
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Where do goals come from?

Performance reviews Career conversations

During your performance reviews you Career conversations can be used to identify
might uncover goals that relate to your skills that you need to develop in order to

current role and indicate performance enrich yourself, prepare for future opportunities,
areas where you, or your Line Manager, and reskill or upskill to remain relevant and
feel that you can improve. marketable in the future.

Criteria

When creating your goals, you need to ensure that they are SMART.

This means that they need to be:

‘ Specific ‘ Measurable Attainable ‘ Realistic ‘ Tlme-bound

Example of a SMART goal

I would like to increase my customer-service rating by 0,5
from 2,5 to 3 points in the next three months by completing
the training course on improving customer service.

¢ Specific: Increase my customer-service rating by 0,5 points
Measurable: 0,5 points
Attainable: Training is available and 3 months is a reasonable time to
improve from 2,5 to 3, but 2,5 to 5 wouldn’t be attainable over 3 months
Realistic: 0,5 points (depends on current rating)
Time-bound: Next three months

Achieving your goals

Here are some suggestions for ways you can Click here to access the skillsoft Learning platform

achieve your IDP goals: which is part of the Learning Module on myWorkSpace.
¢ Formal training It provides opportunities to address broader
Access Iearning on skillsoft Learning and Development needs that respond to

. rapidly changing and shifting business needs, while
Speak to your Line Manager strengthening and supporting our culture and talent

Do your research framework.
Set time aside to do what you have planned

To learn more about goal setting you can

You can also refer to your cluster
e specific tools for more information
Management Quick Reference Guide. P :
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can be clicked

Quick Reference Guide

light bulb icons to view
more information

How to use this guide

Use the navigation bar to move
through this guide, including:

Click to navigate back
to the home page

Click to navigate back
to the previous page

Click to navigate to
the next page

Start
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Performance
and Goals
at Sanlam

The Performance and Goals (PMGM)
process helps us as a business to:

Target critical talent for development and retention

Execute strategy by prioritising and aligning goals and objectives
Improve performance of teams and individuals
Make better pay decisions based on performance and desired results

Identify succession plans for key and critical talent
Levels and Goals
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R Y Organisational What must my Cluster do to achieve
- ANE level this goal?
: o ) Sanlam makes strategic
decisions about Performance
by articulating a clear vision
and strategy
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é What must my team achieve?
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Individual level

Individuals must understand the purpose of their role and specifically their How will I contribute?
\ contribution in achieving the Cluster and Sanlam Strategy.
\ This will enable you to take full responsibility and accountability for your own
/ Performance and Goals. This can be achieved through the PMGM process.

r P rf rm n Goal Setting SMART Preparing for your Goal Setting Reviewing your
Goal Statements Discussion with your Line Manager Performance






Your
Performance
and Goals

Our PMGM annual process provides you
with an opportunity to engage with your
line manager and discuss:

Your deliverables and achievements over the year

Your current performance based on competencies
for your role

Your goals for the year ahead

Personal career aspirations

ettin

Your Performance oal

and Goals
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Preparing for your Goal Setting
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Reviewing your
Performance

achieving success

oal Setting in

myWorkspace






What’s your role In o e o
achieving success?

A few guidelines
to consider...

The PMGM process is not a
once-a-year conversation

It is a continuous process of
setting expectations, executing
plans, and evaluating results

Expectations should be explicit
and mutually understood

Engagement increases as and
when people are involved in
planning their own work

How we accomplish our
work is as important as
what is accomplished

Regular, honest feedback
increases understanding and
positive performance

Reviewing your Goal Setting in < >
Performance myWorkspace

ring for r | Settin
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Step 1:

Establish Sanlam’s Group Goals

Step 2:

Set your intention

Setting Goals

Develop your SMART Goal statements
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WHY do we set goals?
W g Step 4:

Helps you take control of your career, Check your SMART Goal statements

and your growth and development

Helps you focus on important things

Step 5:

Helps you make good decisions Meet and agree Goals with vour Line manager

Helps you make progress

Brings you closer to achieving success Step o:

-\ Performance and Your Performance
|_| Goals at Sanlam and Goals

Update your Goals into mWS system

SMART Preparing for your Goal Setting Reviewing your Goal Setting in < >
Goal Statements Discussion with your Line Manager Performance myWorkspace
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Specific Measurable Attainable Relevant Timebound
Ask Yourself General guidelines
*  What would you like »  How will you track progress +  How will you accomplish + Is this a worthwhile goal? * When will you
to achieve? and measure outcomes? the goal? - How does the goal align with accomplish this?
* Why? *  How much? + Is this goal realistic within the business or team goals?
+ Who is involved? + How many? the timeframe?

+  What are the requirements
and/or constraints?

+  Are your goals clear? » Ensure that each goal « Update the status of + Update the status of + Goals must be timebound
- Are your goals aligned is quantifiable and each goal regularly, each goal regularly, i.e. Goals must have a start
to milestones? measurable so that you and check that the goal and check that the goal and end date.

can track your progress is still attainable. is still relevant.
e.g., a 5% increase in
Sales Target.

+  For each goal, have you
allocated a start & end
date, measure, status,
and weighting?

SMART Goal Statements

Set up your goals using these guidelines

+ Effective execution of » Successful Payroll and clean + Confirm that your goals are + Confirm that your goals are + Payroll Excellence and
GHR BAU activities Level 3 checks, minimal attainable and click ‘Yes’ in relevant and click ‘Yes’ in Payroll Compliance as
including Shared Services to zero open incidents / system for each goal. system for each. per SLA.
and cost Optimisation. I’eSO|Ving diSputeS, 100% « Adherence to cut-off dates

Payroll reconciliation and by Business.
GF601 errors / clean fault . s 3
ecure error-free Payroll.
measurement.
*  95% of documentation by
cut-off date.

Goals at Sanlam and Goals Discussion with your Line Manager Performance myWorkspace
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your Goal Setting
Discussion

How to prepare for this meeting
with your Line Manager

Performance and Your Performance Goal Setting SMART
Goals at Sanlam and Goals Goal Statements

out more

Preparing for your Goal Setting
Discussion with your Line Manager

Mouse over
any step to find

Reviewing your
Performance

Goal Setting in
myWorkspace





Reviewing your
Performance
with your
Line Manager

There are 2 formal
opportunities to

discuss and review your
performance with your line
manager each year.

-\ Performance and Your Performance Goal Setting SMART
|_| Goals at Sanlam and Goals Goal Statements

Continuous
Performance
management

We: DISCUSS
and ALIGN
Mid-Year on
performance
rating

Performance
Review
process

We: DISCUSS and
ALIGN Year-End
performance rating
for the year

Preparing for your Goal Setting

Discussion with your Line Manager

Review your
Performance with
your Line Manager:
Prepare in advance

to ensure a meaningful

discussion with your
line manager.

Ask questions to
ensure alignment and
clarity of performance
expectations and how to
achieve agreed goals.

Focus on Goals,
Competencies and your
Development in your
Performance discussion.

Request feedback

from key stakeholders via
360 and CPM to enhance
your performance.

Goal Setting in < >
myWorkspace





Pe rfO rm an Ce Click on My Space > Need Help > Need Help

Documents > Performance and Goals

and Goal e —
yWorkSpace

Management
N MWS Guidos and tool:

Guided Tours
For reference to training material These will guide you in the live

system step-by-step as you ‘
and support on How to capture complete the process + Staus: (Not Started
goals, Prepare for Performance and Simulations * Start Date lo10172021
Development discussion and Utilise Demo of the complete system RN Fame—

Continuous Performance Management, Easy Steps s + Add Milestones
. . . Easy steps based on the simulation

please follow the hyperlinks indicated that you can print

on the Need Help tile in mWS.

Goal Setting in
myWorkspace

Reviewing your
Performance

Preparing for your Goal Setting
Discussion with your Line Manager

SMART
Goal Statements

Your Performance
and Goals

Performance and Goal Setting

Goals at Sanlam






¢ Sanlam

Thank you

N\ Performance and Your Performance Goal Setting SMART Preparing for your Goal Setting Reviewing your Goal Setting in <
Goals at Sanlam and Goals Goal Statements Discussion with your Line Manager Performance myWorkspace






		Performance Dev in Sanlam

		Your Performance Development

		Setting Goals

		SMART Goals

		Prep for Goal Setting Discussion

		myWorkspace

		End

		Home

		Reviewing your Performance



		Start: 

		nav_PerfDevSanlam: 

		Page 2: 

		Page 3: 

		Page 4: 

		Page 5: 

		Page 6: 

		Page 7: 

		Page 8: 

		Page 9: 

		Page 10: 

		Page 11: 



		nav_YourPef: 

		Page 2: 

		Page 3: 

		Page 4: 

		Page 5: 

		Page 6: 

		Page 7: 

		Page 8: 

		Page 9: 

		Page 10: 

		Page 11: 



		Button 3: 

		Page 2: 

		Page 3: 

		Page 4: 

		Page 5: 

		Page 6: 

		Page 7: 

		Page 8: 

		Page 9: 

		Page 10: 

		Page 11: 



		nav_SMART: 

		Page 2: 

		Page 3: 

		Page 4: 

		Page 5: 

		Page 6: 

		Page 7: 

		Page 8: 

		Page 9: 

		Page 10: 

		Page 11: 



		nav_myWorkspace: 

		Page 2: 

		Page 3: 

		Page 4: 

		Page 5: 

		Page 6: 

		Page 7: 

		Page 8: 

		Page 9: 

		Page 10: 

		Page 11: 



		nav_myWorkspace 1: 

		Page 2: 

		Page 3: 

		Page 4: 

		Page 5: 

		Page 6: 

		Page 7: 

		Page 8: 

		Page 9: 

		Page 10: 

		Page 11: 



		nav_LineManager: 

		Page 2: 

		Page 3: 

		Page 4: 

		Page 5: 

		Page 6: 

		Page 7: 

		Page 8: 

		Page 9: 

		Page 10: 

		Page 11: 



		nav_Next: 

		Page 2: 

		Page 3: 

		Page 4: 

		Page 5: 

		Page 6: 

		Page 7: 

		Page 8: 

		Page 9: 

		Page 10: 

		Page 11: 



		nav_prev: 

		Page 2: 

		Page 3: 

		Page 4: 

		Page 5: 

		Page 6: 

		Page 7: 

		Page 8: 

		Page 9: 

		Page 10: 

		Page 11: 



		nav_home: 

		Page 2: 

		Page 3: 

		Page 4: 

		Page 5: 

		Page 6: 

		Page 7: 

		Page 8: 

		Page 9: 

		Page 10: 

		Page 11: 



		Tip1_Text: 

		Tip1: 

		Button 11: 

		Button 52: 

		Button 56: 

		Button 59: 

		Button 60: 

		Tip2: 

		Tip2_Text: 

		Button 13: 

		Button 54: 

		Tip3: 

		Tip4: 

		Tip_ContinuousPerf: 

		Tip3_Aqua: 

		Tip4_Purple: 

		Tip5_Blue: 

		Tip6_Yellow: 

		Tip6_Text: 

		Tip5_Text: 

		Tip4_Text: 

		Tip3_Text: 

		Button 57: 

		Button 51: 

		Button 49: 

		Button 50: 

		Tip7: 

		Tip8: 

		Tip9: 

		Tip7_Text: 

		Tip9_Text: 

		Tip8_Text: 

		Button 15: 

		Button 16: 

		nav_prev 2: 

		Button 17: 

		Step1_Text: 

		Step2_text: 

		Step3_text: 

		Step3_text 1: 

		Step5_Text: 

		Step6_text: 

		Step1: 

		Step2: 

		Step3: 

		Step4: 

		Step5: 

		Step6: 

		nav_prev 3: 

		TipContPerfManage: 

		Button 58: 

		Tip10: 

		nav_prev 5: 

		Button 18: 

		nav_prev 4: 

		Button 55: 





	MenuBTN27: 


