Individual Learning Plan Guidelines

Private and Confidential
INDIVIDUAL LEARNING PLAN

To be completed by each Learner with the Coordinator

LEARNER NAME:


ADDRESS:


D.O.B:


START DATE:


CONTACT NUMBER:
 Home:

CONTACT NUMBER:
 Mobile:







1. Have you completed any other courses or training?

Primary Cert.   FORMCHECKBOX 
  Junior Cert.   FORMCHECKBOX 
  Leaving Cert.   FORMCHECKBOX 

Other (please detail below):

	Course Title
	Outcome
	Date

	
	
	

	
	
	

	
	
	


2. Have you previous work experience?

	Job
	Duties
	Date
	Duration

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


3. What do you feel you are good at?

4. What do you hope to get from this course and how will this help you?

5. What are your hobbies and interests?

6. Do you have any fears or think that you might have any difficulty on this course?

YES   FORMCHECKBOX 
 
NO  FORMCHECKBOX 

If yes please give details below:

7. If you have any particular needs or feel that we could assist or help you in any way, please inform us below:

CONFIDENTIAL

INDIVIDUAL LEARNING PLAN

LEARNER NAME:
DATE:
REVIEW NUMBER:


	THE TRAINING NEED IS….

(What do you hope to learn)
	I WILL DO THIS BY…

(List steps needed to do this)
	TRAINING WILL BE PROVIDED BY….
	THIS WILL BE DONE BY…

(Insert date where possible)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Signed by Learner:
  Signed by Coordinator:


Date:
  Proposed date of next review:


CONFIDENTIAL

INDIVIDUAL LEARNER PLAN REVIEW

(Refer to Personal Learner Plan)

REVIEW NUMBER:      
LEARNER NAME:
DATE:


1. Were your set goals of the previous review achieved?  Give details



below:

2. What have you found difficult?  Why? (Please explain)

3. What do you aim to do after the course?

Learner Signature:  
______________________________
Coordinator Signature:
______________________________

COORDINATOR’S GUIDE TO THE INDIVIDUAL LEARNING PLAN

INDIVIDUAL LEARNING PLANS

An Individual Learning Plan (ILP) is an agreement between the learner and the Coordinator, which details the individual needs of the learner.  These needs are identified in a discussion with the learner and a plan of action, including methods and activities, is drawn up to determine how to address those needs.  The ILP sets clear goals for the learner to help them focus and work towards.  These goals are then reviewed and monitored with the Coordinator.

Attainable goals are central to the success of the plan.  Therefore the learner must be actively involved in the process and included in recording what they feel are attainable goals. The ILP hopes to give the learner the opportunity to achieve real and meaningful successes from their learning experience by setting challenging but realistic and achievable goals. 

An ILP is a working document. It is not static. It should be reviewed, monitored and updated regularly. By updating the plan, successes can be recognised when goals are achieved. It should be kept simple, and should be a useful, comprehensible document which is available to all those dealing directly with the learner.

INDIVIDUAL LEARNING PLAN HELP SHEET  
THE AIM OF THE INDIVIDUAL LEARNING PLAN

· To understand more about the Learner’s needs and goals.

· To have a two-way agreement with both Learner and Coordinator. 

· To set out small attainable goals.

The Personal Learning Plan sheet allows the Coordinator and the Learner to plan the goals and the steps it will take to obtain these goals with each other.  The Coordinator should take guidance from the instructions listed under each heading.  It is also at this stage, a date must be set for the next review.

1. Have you completed any other courses or training?

This question allows the Coordinator to explore what the Learner has done in the past and what the Learner has enjoyed or not enjoyed.

2. Have you previous work experience?

Similar to the previous question, this question allows the Coordinator to explore what the Learner likes and dislikes.  Detail any work experience, whether directly relevant or not, as skills and experience may be transferable.

3. What do you feel you are good at?

This question will allow the Coordinator to determine the level of confidence of a Learner.  If confidence is low, encourage the learner to identify their strengths and qualities (whether relevant or not).

4. What do you hope to learn from this course and how will this help you?
This question will allow the Coordinator to determine the overall goal of the Learner, i.e. what kind of employment they would like or if they would like to go to college or further education.  Goals may not yet be clear to the Learner at this point but can be discussed again at the first review.

5. What are your hobbies and interests?
This question could determine if the Learner has any outside interests and if so could well be taken into consideration when thinking of what they would like to do in the future.  For example if a Learner enjoys playing video games they may be interested in designing video games.

6. Do you have any fears or think that you might have any difficulties on this course?
This question allows the Coordinator to investigate the fears (if any) the Learner has and how they may work through them.  This gives the Coordinator the opportunity to put the Learner at their ease and ensures that the Learner understands that fears are normal.

7. If you have any particular needs or feel that we could assist or help you in any way, please inform us below.
This question allows the Coordinator to determine whether the Learner has any difficulties that may affect his or her learning, or indeed may need assistance or help with, for example, low literacy levels, diabetes, depression or epilepsy.  Where possible, consideration can be taken and measures put in place to aid the Learner’s learning, for example, for visually impaired people, appropriate software can be purchased to aid learning.  If the Coordinator is aware of a Learner back pain, a simple solution like a support cushion may help.

THE INDIVIDUAL LEARNING PLAN REVIEW HELP SHEET  

THE AIM OF THE PERSONAL LEARNING PLAN REVIEW

· To help the Learner recognise any strengths or difficulties they have had in the previous review, which can then be addressed when setting the following review goals.

· To give the Learner direction, focussing on their future training needs and their goals on completion of the course.

1. Were your set goals of the previous review achieved?

This allows the Coordinator to discuss with the Learner why goals may not have been met but, more importantly, to acknowledge any achievements that the Learner has made.

2. What have you found difficult?  Why? (please explain)

This question will allow the Coordinator to confirm where the Learner may be having difficulties and what can be done to overcome them. For example a Learner may have had poor attendance or have personal issues that are effecting their concentration.

3. What do you aim to do after the course?

This question will get the Learner thinking about what they wish to do next.
IF A TARGET HAS NOT BEEN ACHIEVED, CONSIDER THE FOLLOWING:

· How effective was the target?

· How much was achieved?

· Does the target need to be divided into smaller steps?

· Do strategies or resources need to be reviewed?

· Should the learner continue with the same targets for another specified period?

· Does the target need to be changed altogether?
THE PERSONAL LEARNING PLAN HELP SHEET  
This must be completed at the same time as the review sheet to set new goals for the forthcoming review.
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