The checklist

	
	Basic route
	Detailed route
	Notes

	
	 ▼
	▼
	▼

	Stage 1: Receiving documents

	Worksheet 1
Looking at information
	
	
	

	Stage 2: Talking to people

	Worksheet 2
Skills checklist
	
	
	

	Worksheet 3
Personal review
	
	
	

	Worksheet 4
Other indicators
	
	
	

	Worksheet 5
Job analysis
	
	
	

	Stage 3: Finding the skill gaps

	Worksheet 6
Identifying skill gaps
	
	
	

	Stage 4: The learning and development plan

	Worksheet 7
The learning plan & development plan
	
	
	

	Worksheet 8
Individual development plan
	
	
	

	Worksheet 9
Implementation & review
	
	
	











