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Summary
The key to identifying the right people for the right role and at the right cost is the critical component for most leading companies in the attraction of talents. But many organizations fell short in addressing what happen next for the ‘talents’ that they have acquired. 

We attempt to use this as a guide to help you in drafting a learning and development roadmap for your new employee. This could form part of your on-boarding handbook, induction program guide or as a part of the introduction to employee performance review. Remember, use this as a guide to help you develop the passport, the possibilities and ideas are limitless.
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Our Commitment

This is where you start with a paragraph of commitment sentences from the leader of your organization. But most importantly, the sentences should include a strong statement of a mutual expectation of commitment from the new employee him/herself. An example:

“At XXX we are committed to employing people who want to learn, grow and develop since this is beneficial both to our people and our business. To deliver on this commitment, we need to continue to invest in learning and development. This investment also requires everyone to take ownership of their own development - through regular performance reviews and through demonstrating a continuous desire to improve and grow. ”
Core Values

This page reinforces the principle values of your organization. Make it as visual as possible rather than just words.

For example:
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Profile

This page will include the information of the employee. Keep the details succinct i.e.

	Employee Picture


	Name:
	

	Year/Month Joined:
	

	Designation:
	

	Line Manager:
	

	Office:
	

	Others:
	


Your Role in Learning & Development

This page will reinforce the role and responsibility of the employee in personal learning/development. For example:

•Take ownership of your own personal and professional development 

•Understand where you are now and where you want to get to 

•Continually review the development you need - to perform in your role and move forward in your career 

•Find out what is available to you and make the most of the opportunities 

Learning & Development Pathway
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Above is an example of a learning and development pathway for easy reference and it can be built from base level onwards. 

Learning & Development Milestone

This milestone page help the employee to have a quick snap-shot of the programs he/she has attended/completed. Example:

	Date
	Program Attended
	Remarks

	25-26 Jul 2008
	People Management Skills level 1/2/3
	Follow-up assignment/Coaching

	1 Aug 2009
	Technical Skills Training 101
	Completed 3rd modules

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Learning & Development Resources

This page includes the name, emails and contact information of the employee line-manager, HR/L&D support and online-learning resources etc. It may also include a step-by-step guide to how to seek help if the employee is in doubt of his/her development opportunity. For example:

	Line Manager
	Name, Email and phone extension

	Coach/Mentor
	Name, Email and phone extension

	HR/Learning/Development
	Name, Email and phone extension

	Online Learning
	Name, Email and phone extension


Note:

· When will you contact him/her?

· When you need guidance on your learning and development
· When you need support for your performance objectives
· The key to your learning journey is to maintain a healthy dialogue with your line manager or supervisor.
· Steps to Learning Zone online learning modules

· Go to http://learningzone.company.com/index.html

· Key User Name and Password

· Find a learning item by stating keyword i.e. ‘Money Matters’, select ‘all modules’ and ‘all’ learning type and click ‘Go Search’.

· From resulting search, choose the module in preferred language by clicking on the title.

· Read the brief write up of the selected module and click ‘Enroll Now’ to proceed.

· Click ‘Confirm Enrollment’ to proceed.

· Or it will launch the module applet automatically for some modules.

· Be patience and stay through the module and have fun!

Learning Journal
This page is to help the employee journalize his/her learning experiences. The statement and action item could be use as a coaching/mentoring guide, On-The-Job coaching, performance review and developmental objective goals etc. There should have a section for line manager/coach/mentor to sign-off as an acknowledgement of support.

	Learning/Development 

Opportunities (be specific if it is on the job learning opportunity):
	

	Date:
	


	What have I observed/learned from the opportunities that is useful for my development?
	1. 

	How can I apply it to my work specifically?
	1. 

	How and what resources would I need to continue learning and developing?
	1. 


	Line Manager/Coach Acknowledgement:
	

	Remarks:
	

	Date:
	


Performance Review Framework
This page may contain an overview of the organization performance review framework.

For example:
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Quotes/Others

You may like to end the learning passport with some motivating quotations or company mantra.
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