 

Professional Development (PD) Plan Requirements and Information
 

 

General Information
 

· PD plans are mandatory for all benefit-eligible employees.
· The purpose of the PD plan is to formulate your individual, annual objectives pertaining to your job each year.  The PD plan is a part of your commitment to perform specific tasks and accomplish annual objectives relative to your job function.
· The PD plan will be utilized as part of your annual evaluation with your supervisor.
 

Professional Development Plan Submission Process:
            
· The completed PD plan must be submitted to your supervisor for approval and signature.

· All supervisors should keep a copy of the PD Plan on file in their office

· The employee will enter the approved PD Plan into their evaluation once it is forwarded to them by their supervisor.

 
Items to remember when preparing your COM Professional Development Plan:
 

· Individual Goals and Objectives should be tied to your department’s mission, functions or objectives, or those of the College as a whole. 
· A short term goal is an item that is implemented usually within six months to a year.
· Objectives are formulated for the current academic year 2019-2020:  
· Points to remember when writing your annual PD plan:
· Objectives must be measurable.
· Activities support objectives.  For example, a conference is not an objective; it is an activity.
· Each employee must obtain his/her supervisor’s signature.    
Please find a PD Plan attached for your convenience.  PD plan forms can be accessed on the I drive at:  
I:/President/Human Resources/PD Plan
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Employee PROFESSIONAL DEVELOPMENT PLAN
	NAME: 


	DEPARTMENT:  

	Today’s DATE: 
	Academic Year:  


	Purpose:  To formalize employee plans for professional growth.  It will be utilized as an evaluation tool by both the employee and department chair during the annual evaluation.


	Instructions:  

· Must be submitted by benefits-eligible employees every year. May be revised as needed.

· Identify long range goal(s) and how you plan to attain goal(s) during the upcoming year(s).
· Individual goals should relate to College and department goals




	Long Range Goal(s) :  


	Objectives:  Describe PD activities that will occur during the academic year(s) indicated:  i.e., conferences, workshops, committees, reading, research, professional activities outside College’s educational activities, productive and creative activities, community and public relations, etc.  (If you are typing this form, the area for objectives 1, 2, & 3 will increase as you type.  If handwritten, attach additional sheets as needed.)


· OBJECTIVE 1 formulated for the upcoming academic year:
Action Plan for achieving objective 1 (how you intend to accomplish this objective – include time lines, if appropriate):
· OBJECTIVE 2 formulated for the upcoming academic year:
Action Plan for achieving objective 2 (how you intend to accomplish this objective – include time lines, if appropriate):
· OBJECTIVE 3 formulated for the upcoming academic year:
Action Plan for achieving objective 3 (how you intend to accomplish this objective – include time lines, if appropriate):
NOTE:  Add additional objectives, if needed.
________________________________________________________________________
_______________________________________________

Employee Signature

_______________________________________________

Supervisor Signature

	COMMENTS:
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