Implementing a Professional Development Plan

Lifelong learning and professional development are important to productive professionals. Strategic professional development requires careful definition of goals and performance criteria, followed by action plans to achieve desired performance. This material will guide you in developing a professional development plan that produces performance improvements that are documented and impressive.  


Process for Creating, Assessing, and Documenting Professional Growth

Planning

Step 1: [Year 1 only] Review/analyze your time usage

Step 2: Write your performance criteria

Step 3: [Year 1 only] Assess last year’s performance

Step 4: Articulate key targeted accomplishments

Step 5: Identify key activities for coming year

Step 6: Allocate time for key activities and deadlines for milestones

Step 7: Create a schedule of activities and milestones

Ongoing (Monthly)

Step 8: Assess time use

Step 9: Assess progress against your plan

Step 10: Update your plan

End of Year

Step 11: Assess achievements relative to performance criteria

Step 12: Write annual performance assessment report

These steps are illustrated below and explained in the following pages.
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Step 1: Review/Analyze Your Time Usage

Estimate the time (in hours) you use annually doing the following activities, categorized according to Boyer’s Model of Scholarship:


[image: image2.emf]Learning Hours Pct

Reading professional papers, journals, and books

Reviewing others' works to learn

Reviewing text books for learning

Dialoguing with professional colleagues

Attending professional conferences for learning

Learning new professional tools

Other learning

Subtotal

Teaching

Designing curriculum

In-class teaching, class-time contact with students

Office hours and supplemental instruction

Assessing and evaluating students

Mentoring students and others

Assisting with undergraduate research

Doing educational research as part of instruction

Engaging in faculty development to improve my teaching

Self-assessing (includes teacher portfolio)

Other teaching

Subtotal

Service

Advising/counseling students

Attending departmental meetings/activities

Attending meetings of committees/task forces

Facilitating/conducting workshops

Participating in professional organizations

Being involved in community service

Consulting professionally

Managing student groups or events

Other service

Subtotal

Research and Scholarship

Writing grant/project proposals

Conducting disciplinary research

Engaging in educational research to enhance the profession

Authoring books, encyclopedias, monographs

Working in summer research job

Consulting on research projects

Writing/revising/publishing papers

Presenting research in seminars, talks

Other scholarship

Subtotal

TOTAL FOR YEAR 100%


Step 2: Write Your Performance Criteria

Use the following guide to define five performance criteria (PC) for yourself in the coming year: three for areas of ongoing responsibility and two for selected areas of growth. First, make a general goal statement for the area, and identify 2-4 factors that reflect desired performance. Finally, craft a performance criterion that defines the performance you desire this year.

(Example) Area 1

General Goal Statement for Area: Classroom Teaching
Factors or Attributes of Importance: Focus on defined learning outcomes, engage students in learning, use assessment to aid learning
Performance Criterion: Increase student capabilities for professional engineering performance through definition of high-level professional learning outcomes, producing a supportive learning environment, and using assessment to facilitate and ensure achievement and growth.
Area #1:

Factors:

Performance Criterion #1:

Area #2:

Factors:

Performance Criterion #2:

Area #3:

Factors:

Performance Criterion #3:

Area #4:

Factors:

Performance Criterion #4:

Area #5:

Factors:

Performance Criterion #5:

Step 3: Assess Last Year’s Performance

Assess your performance in the past year to stimulate thought for planning your future. For your new performance criteria, identify strengths in past performance and elements needing improvement. Also identify more general learning from the past year.

Performance Strengths in Each Area

Example (Area 1): I created classroom activities that engaged students in learning of specific professional-level skills matching course learning outcomes. Peer and instructor feedback gave students greater understanding of outcomes and caused them to take greater responsibility for learning. This produced noticeable improvements in professional skills over previous years. 

Strength #1:

Strength #2:

Strength #3:

Strength #4:

Strength #5:

Needed Improvements in Each Performance Area

Example (Area 1): Ten course outcomes were too many to manage in one course. I need to synthesize 4 to 6 higher level integrated outcomes for my capstone design course. That will simplify the assessment process and better fit the students’ and my abilities to maintain focus.
Improvement #1: 

Improvement #2:

Improvement #3:

Improvement #4:

Improvement #5:

Insights from Analysis of Last Year’s Performance

Example: Clearly-defined challenging outcomes kept before students help them achieve targeted learning. An early activity in which the students review defined course outcomes and identify personal challenges associated with them will deepen their understanding of outcomes and focus their efforts.
Insight #1: 

Insight #2: 

Step 4: Articulate Key Targeted Accomplishments

Identify the most important accomplishments you achieved last year, accomplishments that are targeted by your performance criteria. Identify and describe significance of two accomplishments for each performance area.

Example (Area 1): Student learning of professional skills was the best I have ever achieved in this course. Students learned to take greater control of their learning, which led to a number of self-development activities by team members. This attitude of being responsible changed the relationship between students and me: They sought out other needed resource people besides me.

Accomplishment #1:

Accomplishment #2:

Accomplishment #3:

Accomplishment #4:

Accomplishment #5:

Accomplishment #6:

Accomplishment #7:

Accomplishment #8:

Accomplishment #9:

Accomplishment #10:

Step 5: Identify Key Activities for the Coming Year

Step 6: Allocate Time for Activities and Deadlines for Milestones

Considering your analysis of last year’s accomplishments and of this year’s performance criteria, identify activities that will enable you to achieve your performance criteria in the new year. Estimate the time for each activity. For each important milestone (with a key deliverable), define its targeted date of completion.

Example (for PC#1): Define high-level performance criteria for outcomes in the capstone engineering design course. Deliverable: 5 to 8 Performance Criteria. Time required: 4 hours.  Due: August 25. 

PC#
Key Activities for the Year [Deliverable]
Hrs/Yr
Due Date


· 




· 




· 




· 




· 




· 




· 




· 




· 




· 



Step 7: Create a Schedule of Activities and Milestones

Important activities must be allocated to time periods during the year. Transfer each activity to your To Do list for the appropriate month and/or day.

Example (for PC#1): [Schedule for August 20, half day]: Meet with Steve to review and revise outcomes and performance criteria for capstone course.

Step 8: Assess Time Use (Monthly)

At a predetermined interval (e.g., monthly), review your time use. Estimate the hours spent in the academic areas listed below, categorized according to Boyer’s Model of Scholarship:
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Reading professional papers, journals, and books

Reviewing others' works to learn

Reviewing text books for learning

Dialoguing with professional colleagues

Attending professional conferences for learning

Learning new professional tools

Other learning

Subtotal

Teaching

Designing curriculum

In-class teaching, class-time contact with students

Office hours and supplemental instruction

Assessing and evaluating students

Mentoring students and others

Assisting with undergraduate research

Doing educational research as part of instruction

Engaging in faculty development to improve my teaching

Self-assessing (includes teacher portfolio)

Other teaching

Subtotal

Service

Advising/counseling students

Attending departmental meetings/activities

Attending meetings of committees/task forces

Facilitating/conducting workshops

Participating in professional organizations

Being involved in community service

Consulting professionally

Managing student groups or events

Other service

Subtotal

Research and Scholarship

Writing grant/project proposals

Conducting disciplinary research

Engaging in educational research to enhance the profession

Authoring books, encyclopedias, monographs

Working in summer research job

Consulting on research projects

Writing/revising/publishing papers

Presenting research in seminars, talks

Other scholarship

Subtotal

TOTAL FOR YEAR 100%


Step 9: Assess Progress Against Your Plan (Monthly)

Compare the progress you have achieved at this point in the year to that planned.

Example:  Progress: Ten capstone course learning outcomes were defined. Assessment: The activity was completed as planned. During the activity, we realized that performance criteria for the course also need revision. This may delay development of the capstone course assessment system.
Area #1:


Progress Achieved:

Assessment:

Area #2:


Progress Achieved:

Assessment:

Area #3:


Progress Achieved:

Assessment:

Area #4:


Progress Achieved:

Assessment:

Area #5:


Progress Achieved:

Assessment:

Step 10: Update Your Plan (Monthly)

Based on the assessment of your progress, modify your plan to add or remove actions or to adjust the scheduling of activities to support desired achievement. Make these changes on your calendar.

Example: Add an activity to revise performance criteria for capstone course [4 hr]. Delay starting development of an assessment system one week from the previous plan.
Step 11: Assess Achievements Relative to Performance Criteria (Annual)

At the end of the year, for each performance criterion, assess your actual achievements. Conduct the assessment for your own use with perspectives toward making improvements next year. Identify strengths, areas for improvement, and insights.

Performance Strengths in Each Area

Example (Area 1): I created classroom activities that engaged students in learning of specific professional-level skills matching course learning outcomes. Peer and instructor feedback gave students greater understanding of outcomes and caused them to take greater responsibility for learning. This produced noticeable improvements in professional skills over previous years. 

Strength #1:

Strength #2:

Strength #3:

Strength #4:

Strength #5:

Needed Improvements in Each Performance Area

Example (Area 1): Ten course outcomes were too many to manage in one course. I need to synthesize 4 to 6 higher level integrated outcomes for my capstone design course. That will simplify the assessment process and better fit the students’ and my abilities to maintain focus.
Improvement #1: 

Improvement #2:

Improvement #3:

Improvement #4:

Improvement #5:

Insights from Analysis of Last Year’s Performance

Example: Clearly-defined challenging outcomes kept before students help them achieve targeted learning. An early activity in which the students review defined course outcomes and identify personal challenges associated with them will deepen their understanding of outcomes and focus their efforts.
Insight #1: 

Insight #2: 

Step 12: Write Annual Performance Report (Annual)

After completing your personal assessment of your performance for the past year, write a carefully crafted report of your annual performance for submittal to your supervisor. This report should effectively describe and explain impacts of your most important achievements with respect to key performance goals. Expound on your two greatest achievements and cite five others. The report should also document your activities for the year that contributed to other performance goals. 

Major Achievements for the Year

Example: During this year, I grew my research program to become the best of its type in the region. My research funding doubled over the past 12 months by attracting funding from two national agencies and one major industrial sponsor. This was achieved by building a national industry-university consortium in MW processing of widgets. My research group added two postdoctoral students and two PhD graduate students supported by the expanded research funds. This consortium has coalesced expertise necessary to propel our program ahead of most competitors. We should be able to produce a patentable technology within the next year. This achievement has contributed to our department’s goal of becoming the top funded research program per faculty FTE in the university. Our success is also improving faculty morale.

Other Achievements for the Year

Example: This year I made steady progress toward delivery of an outcomes-driven, student-centered capstone design course. I created and shared with students a set of learning outcomes that guided and stimulated their learning. I was able to develop collaborative learning activities focused on specific learning outcomes for approximately 50% of my class sessions. Student responses and their achievements in the course indicate that I need to continue this approach to teaching in the future.
Primary Activities for the Year

Example: This year I contributed to the department’s goals by:

1. Teaching two undergraduate courses and one graduate course, representing 200 student credit hours

2. Advising the student club, including participation in the regional student conference

3. Mentoring JJ Jones in his first year as an untenured faculty member
Objective: Create a professional development plan to support and document improved performance in key areas of professional responsibilities.





    REPORTING


Self-assess achievements


Write performance report





Month 12


Assess time use


Assess progress vs. plan


Update plan





Month 2


Assess time use


Assess progress vs. plan


Update plan





IMPLEMENTATION


Month 1


Assess time use


Assess progress vs. plan


Update plan





(start)


PLANNING


[Yr 1] Analyze time use


Write performance criteria


[Yr 1] Assess past performance


Define year’s targets


Identify key activities


Allocate time; identify milestones


Schedule activities and milestones
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