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Please note: These examples of sample paperwork (A-G) can be reproduced and used as they stand or can be adapted as appropriate to the context. They are included as illustrations to give as full an insight as possible into the PDP process and are not intended to be definitive. Feel free to use them as a starting point if creating your own versions. We would just ask that however you use them, you credit literaturetraining as follows: ‘This form draws on original materials devised by Jude Page for the handbook Professional Development Planning (literaturetraining, 2007) which is available to download from www.literaturetraining.com.’
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A  Sample Information Sheet

Getting to where you want to be: 

One-to-one professional development planning sessions 

In association with [name of agency]   

Date:  


Venue:  

Would you like the opportunity to reflect on your career as a writer/new writing and literature professional and the direction that you would like to take it in, with the aid of a skilled professional development guide?

We are offering [insert relevant info here - such as, six London writers at any stage in their career, writing in all genres] the opportunity to take part in a one-to-one professional development planning session organised by [the agency].

What is it all about? 


When did you last spend an hour with someone completely impartial, focusing solely on you, your career and your own professional development? A one-to-one professional development planning session offers you just this.

The aim of the session is to give you the opportunity to think in broad, holistic terms about your creative and professional development. During the session you’ll have the opportunity to:

· Discuss what you’d like to achieve and when

· Explore what motivates you 

· Look at existing skills/strengths and identify areas you wish to develop

· Consider resources that could help you to achieve your goals

· Identify possible obstacles and explore strategies to overcome them

· Begin to create a plan of action to achieve your goals

The session is designed to enable you to plan for your future development and therefore isn’t about giving you critical feedback on your writing or providing you with specific information and advice about agents, publishers etc (although you are likely to be signposted towards relevant information and advice sources as a result of a session).

Before the session, you will be asked to complete and return a short preparatory questionnaire. This can help to kick-start the process and allow you to begin thinking about any particular

creative/professional development areas that you’re currently interested in and would like to investigate further. This questionnaire is entirely confidential and will be seen only by the guide.

The guide

[insert biographical information]

Feedback from writers who’ve taken part in previous professional development planning sessions run by literaturetraining 

‘It was really good to get an ‘outsider’s’ take on things. It’s given me lots of food for thought.’

‘Very useful indeed. Helped me to get a feel for the bigger picture and the kinds of practical steps I could take.’

‘Well-prepared and focused. It felt good to have an hour devoted to forward planning for me.’

‘It’s very hard to find someone who can listen and assess and guide about career/creative development and this was a great opportunity.’   

‘Made me ask myself some searching questions’

How to apply

There are [number of] sessions available. These are free of charge. If you would like to apply for a session, please send your cv, together with a brief letter outlining why you would like to have a session and what you would expect to get from it, and indicating your preferred day and session times (please give first and second choice of time), to: [the agency]

Application deadline: 

We’ll get back in touch the following week to let you know if you have been allocated a session. If you have any queries, please contact [name].

This form can be reproduced or used as source material – see note about credits. 
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B  Sample Pre-Session Form 

Name:


Q1
How would you describe your practice/what you do?

Q2
What would you say are the key milestones of your professional journey so far?

Q3
What skills and strengths do you already have? (Think of previous achievements, experience)

Q4
How would you like your career/work to develop? (You might like to think in terms of three years in the future)

Q5
Is there anything stopping you from achieving your goals? (Think in terms of your experience, skills, time, energy, confidence etc)

Q6
What types of external support / resources might help you to reach your goals? (e.g. contacts, information, finance, facilities etc)

Q7
Are there any specific professional development areas that currently interest you that you would like to investigate further? Please give brief details.

This form can be reproduced or used as source material – see note about credits.


[image: image4]C  Sample Session Record (for completion within / after a session)

Confidential

One to One PDP Session at [name of agency]

Name:







Date: 

Key area/s of practice:

Issues covered:

Three-Year Goal/s:

Objectives (Prioritise and list up to 4 - include target dates for achievement)
Actions towards objectives (include timescale to complete actions)

1)


a)

b)

c) etc



2)


a)

b)

c) etc



3)


a)

b)

c) etc



4)

a)

b)

c) etc



Support / resource needs:

This form can be reproduced or used as source material – see note about credits.
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D  Sample Session Report 

Confidential 

Name:




Date: 

Key area/s of practice:  Writer (plays, short and long fiction, articles); HE/FE drama lecturer; theatre director

Issues covered: Securing more time and energy to devote to writing and developing a career as a writer

Three Year Goal/s: To be a published/produced, and eventually full-time, writer

Objectives 

(Prioritise and list up to 4)
Actions to achieve objectives

1) Make changes to current job situation so have more time and energy to write 


a) Explore possibility of reducing current job to four days a week

b) Keep watching brief on possible job options e.g. other jobs in HE/FE, theatre (education etc), literature development 

2) Use short stories as a ways of raising profile as a writer
a) Research magazines, competitions etc and send out existing five stories (one a month)

b) Write new stories

3) Write a full-length stage play in 12 – 18 months


a) Seek workshop/course to help kickstart writing process

b) Seek opportunities for readings of all/part of play

c) Look for networking opportunities eg writers’ days

4) Have a finished draft of a novel ready to send out to agents in three years’ time 
a) Research workshops/courses taking place either at weekends or in the summer in the South or London or further afield

Support / resource needs:

Industry contacts

Feedback on writing 

Writing workshops

Funding

This form can be reproduced or used as source material – see note about credits.
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E  Sample Evaluation Form (for use after the session)

Before the Session

Q1
Do you think that [name of service] was an appropriate description of this session?  

Q2
Were you clear what to expect from the information you received prior to the session?  

Q3
Did you find it helpful to complete the preparatory questionnaire?

Q4
a) Were the arrangements for the session satisfactory? b) Was the room appropriate?  

The Session

Q5
How useful did you find the session?  


(5 = very useful, 1 = not useful) 
 
 5   4   3   2   1  

Q6
Please explain in what ways you found it useful or not useful.

Q7
Was there anything the session did not cover that you expected it would, or that you feel would have been useful to you?

Q8

How effective was the guide in helping you to reflect on how best you can move forward professionally to achieve your goals? 


 Very Effective
 Effective   
 Quite Effective  
 Not Very Effective  


Q9
What actions do you feel that you can now take as a result of taking part in the session?

Q10
Was it helpful to complete a record of the session with the guide? (or have a written record sent on after the session? – as appropriate)  

Q11
(If relevant) Do you think that the information resources sheet given out at the end of the session will be useful?

Q12
If you were provided with information during or after the session, was it useful/relevant? 

Q13
Would you recommend a session of this kind to other writers / literature professionals? 

Q14
Any further comments?  

This form can be reproduced or used as source material – see note about credits.
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F  Sample Follow-up Email (for use after 6 – 8 weeks) 

Response 1 (at 6 - 8 weeks)

As I mentioned when we met in [date] I’m just getting in touch with all those who had a PDP session to act as a gentle memory jogger. I hope that you found the session useful. It’s been around eight weeks since we met and I trust that things have been proceeding favourably for you over these weeks. So … how are you doing in relation to any actions/developments that were discussed/recorded in your report? Any movements? Any setbacks?

Top priority – 

[Insert question(s) here relating to their session report] 

Please note that you do not need to answer these questions (or even reply). The exercise is really just about you reflecting back and asking yourself these questions - other things may have occurred or you might have moved on in different ways. And if you haven’t yet taken specific actions on the areas you mentioned, don’t waste any energy on guilt for not having done so yet – you will have had your reasons. 

Best wishes 

Response 2 (Following reply to 6 - 8 week email follow-up)

Thanks for your prompt reply. Good to hear from you. That all sounds really positive and all good news about [insert specifics] et al. I trust that all continues in the same vein. Onwards and upwards!

With very best wishes

This form can be reproduced or used as source material – see note about credits.
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G  Sample Follow-Up Evaluation Form (for use 6 – 18 months after session)

Date/location of session: (to be filled in before form is sent out)

Name (optional): 

……………………………………………………………………

Q1
How much impact, if any, do you feel that the session has had on your moving forward professionally?  


(5 = a lot, 1 = not much)  
 5  
 4  
 3  
 2  
 1  

Q2
Can you say a little about what kind of impact, whether positive or negative.  And if you rated the session as having had little impact, can you suggest any reasons for this? 

Q3
What would you say that you gained from taking part in the session? 



(Please tick as many of the following statements that apply:


A valuable opportunity to spend some time reflecting on my work and what I want to achieve 


Greater clarity about the direction/s I want to take with my work and my priorities 


Increased sense of self-confidence and belief in my work


An objective perspective on my situation


A clearer understanding of the obstacles that do or could get in the way of my goals and the strategies I could use to get around them

  
Help with identifying who and/or what resources could support me 

  
Information about resources that I didn't know about before

  
Fresh ways of thinking about how I could move forward professionally

  
Ideas for small, practical steps to achieve my goals that I can take straightaway

  
The empowering realisation that I already know many of the answers already

  
A more proactive approach to taking my work forward

Q4
Do you have any other comments? 

Q5
How useful was the written record of  the session?


(5 = very useful, 1 = not useful) 
  5    4    3    2    1  

Q6
Have you taken any actions relating to your professional development as a result of the session?  


 Yes   No  If yes, please give further details, if possible:   

Q7
You should have received a follow-up email about six weeks after the session.  

A)
Was this follow-up useful?   Yes   No

B)
Was six weeks about the right time?   Yes   No  Any further comments?

Q8
Do you have any suggestions for improvements to this xxx service?

Q9
Are there any current professional development matters that we can help you with? 


 Yes   No  If yes, please give details

Q10
Any further comments?

This form can be reproduced or used as source material – see note about credits.

