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 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.wmf]Learning

Hours

Pct

Reading professional papers, journals, and books

100

Reviewing others' works to learn

100

Reviewing text books for learning

25

Dialoguing with professional colleagues

150

Attending professional conferences for learning

75

Learning new professional tools

25

Other learning

Subtotal

500

Teaching

Designing curriculum

100

In-class teaching, class-time contact with students ~5 hrs/wk

150

Office hours/supplemental instruction ~8 hrs/wk team mtgs

200

Assessing and evaluating students

75

Mentoring students and others - grad students

100

Assisting with undergraduate research - ELE research mtgs

25

Doing educational research as part of instruction

25

Engaging in faculty development to improve my teaching

25

Self-assessing (includes e-updates to class/mentors)

50

Other teaching

Subtotal

850

Service

Advising/counseling students - 15 hrs/semester

30

Attending departmental meetings/activities ~1 hr/wk 

50

Attending meetings of committees/task forces ~ 2 hrs/wk

100

Facilitating/conducting workshops - prep for ELE events

25

Participating in professional organizations - ASEE

25

Being involved in community service - company travel/visits

50

Consulting professionally - SBIR support for ARI

20

Managing student groups or events - Expo

50

Other service

Subtotal

350

Research and Scholarship

Writing grant/project proposals

100

Conducting disciplinary research - catalytic combustion

150

Engaging in educational research - TIDEE, ELE, PDM

200

Authoring major works - faculty guidebook

300

Working in summer research job

Consulting on research projects

Writing/revising/publishing papers

100

Presenting research in seminars, talks - including prep

50

Other scholarship

Subtotal

900

TOTAL FOR YEAR

2500

100%


Step 2: Write Your Performance Criteria

Use the following guide to define five performance criteria 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.

Area #1: Capstone Design Course Teaching

Factors: refine and communicate course outcomes, design and implement curricula that builds on previous courses in the design stem, coach IEW mentors on constructive and supportive team interactions, orient industry customers, approve major purchasing, assess and evaluate individual & team performance (focusing on processes as well as products).

Performance Criterion #1: Sustain a high quality learning environment for the capstone design course that responds to needs of all stakeholders (seniors, graduate students, instructional staff, industry customers, alumni, and ABET) while integrating and pioneering best practices in product realization. 

Area #2: Departmental Service/Outreach

Factors: fundraising for projects/design suite, alumni communication, EXPO ambassador,
ABET planning & preparation, ASME student section advisor, and ASEE representation. 

Performance Criterion #2: Facilitate communication of UI accomplishments to external audiences to build partnerships and cultivate resources for innovation in design education.

Area #3: Catalytic Engine Research 

Factors: mentor graduate students involved in vehicle and engine development, write and present papers on catalytic engine research, collaborate on proposals and grants, coordinate engine bay use and development, and consult with ARI on catalytic igniter applications. 

Performance Criterion #3: Grow expertise of self, colleagues, and graduate students in the area of catalytic combustion in order to create new knowledge that supports a cleaner-burning generation of engine technology that is highly valued by the combustion scientists as well as future research sponsors. 

Area #4: Scholar’s Community Leadership

Factors: plan & organize faculty development activities, recruit new members to scholar’s community, support members enhance teaching/learning practice as well as engage in educational research, facilitate production and documentation of grant deliverables.

Performance Criterion #4: Create opportunities for UI/WSU faculty and students to explore benefits of an assessment mindset in their classroom teaching as well as in their professional development, leading to a highly productive community of scholars who support one another in advancing the pedagogy of engineering education as a second discipline.  

Area #5: Faculty Guidebook Direction

Factors: monitor & communicate status of module development, orient and support section editors, connect authors with project and editorial team, provide timely feedback on module scope and content, coordinate technical editing, formulate strategies to meet client expectations 

Performance Criterion #5: Plan, monitor, and support efforts of a national network of process-oriented educators from all disciplines who expand their knowledge of teaching/learning, while communicating best practices in multiple areas of faculty performance via a comprehensive collection of concise, complementary, and well-researched modules that serve as a first reference for a general audience of higher education faculty. 

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.

Step 4: Articulate Key Accomplishments

Identify the most important accomplishments you achieved last year that are closely related to your performance criteria.

Area #1: Capstone Design Course Teaching

Strengths:

Formulation and communication of detailed course outcomes, rubrics, and performance task guidelines (design reviews, reports, web pages, reflective growth papers) supported a high-water mark in team documentation while maintaining our tradition of high quality products.

Individualized instructor/student interviews quickly connected students with course outcomes, project opportunities, and course expectations, providing a basis for better team assignments and opening a channel for performance reviews throughout the course. 

Weekly e-letters, beginning with a table of contents, kept undergraduates, mentors, and instructional staff informed in an efficient and timely manner regarding class schedules, project deadlines, and resource issues.

Improvements:

In conjunction with IEW mentors, establish weekly/monthly objectives to guide design teams toward course outcomes, holding them accountable for these while connecting them with resources and assessment feedback that enhances both performance capability and project progress.

Having instructors and mentors invest time to periodically review and refine course outcomes, assessment methods, and best practices in design-team mentoring, could generate richer strategic thinking about the course and better transmission/retention of best practices.  Ideally, this effort should include instructors of other design courses and should be coordinated with activities of the departmental ABET committee.

Because senior design is a complex organization, making roles and performance criteria more explicit for all involved would give clearer authority for timely enactment of all decisions and interventions that are necessary to support use of quality processes and creation of products. 

Insight:

Efforts to align outcomes, design schema, and instructional methods in ME 223, 323, 301, 325, 330, 345, 424, 426, and 430 can enhance all aspects of the capstone design experience, allowing bandwidth to more effectively and fully integrate state-of-the-art technologies.

Accomplishments:

Our new summer lean manufacturing short-course increased shop and manufacturing literacy of seniors prior to the start of capstone design and afforded a common professional development experience for IEW mentors in machine shop skills as well as design-team mentoring. 

Credit cards mapped to CAPFAC activity codes greatly streamlined and simplified project bookkeeping, leading to more accurate and up-to-date budget reports to teams, customers, and instructional staff.  This allowed them to make quicker decisions about upcoming purchases, at the same time retaining the largest margin ever for shop/design suite operations/improvements.

Area #2: Departmental Service/Outreach

Strengths:

Design faculty, IEW mentors, and the department chair were kept informed of candidate senior design projects by a periodic electronic list giving potential project titles, contacts, and anticipated support, sorted by those which are committed, likely, and developing.  This allowed them to suggest new prospects and validate the latest list for completeness and suitability.

Personalized EXPO invitations to ME alumni and industry supporters led to more than 50 external attendees at the ME luncheon and strong representation at the first ME Advisory Board meeting.  Many seeds for future design projects were planted through student interactions with exhibit and session judges as well as dialog with ME faculty.

In collaboration with the department chair, the ME ABET self-study was adapted for submission as part of a university-wide effort to prepare for institutional accreditation.   Participation on the sub-committee looking at achievement of learning outcomes allowed the department to respond to requested information that was viewed as an exemplar for other academic units. 

An ad hoc committee of design faculty was convened and facilitated to better integrate the ME design stem, leading to wider understanding of current course content and realistic expectations for prerequisite skill development.

Improvements:

Form a departmental development committee to initiate targeted contact with ME alumni to solicit program feedback, to direct donations to specific student and infrastructure projects, and to steadily increase the size of the annual fund. 

Share marketing/fundraising tools for senior design with advisors and fundraising chairs associated with competition projects to generate better corporate visibility and financial support for these major design efforts. 

Use my new role as ASEE-Pacific Northwest Section Campus Representative Coordinator to benchmark local approaches to design program administration, resource development, and program evaluation with other engineering colleges in the region.

Become more involved in the NCIIA project this year, learning more about entrepreneurship and innovation with and eye toward how principles and tools can be applied in the ME program. 

Insight:

Taking control of our financial destiny via department-level development activities and grantsmanship promotes confidence in the merit of our achievements in a time when we are receiving rollbacks in handed-down resources that we previously took for granted. 

Accomplishments:

In response to a record number of seniors in a time of diminishing institutional support, a senior design business model was created from presentation to the Dean, leading to $16000 of additional departmental support for the 03-04 academic year.  This forms a basis for the 03-04 SAE Formula Car project, accommodating approximately 15 students out of a class of 68. 

More than $60000 of senior design project revenue was collected of which more than $15000 was retained for shop/design suite improvements.

A preliminary list of design course learning outcomes for the design sequence was synthesized from the ad hoc committee and forwarded to the design committee chair.  Outcomes were sorted into areas of professionalism, teamwork, communication, design, engineering analysis, and engineering science.  They were also sequenced for appropriateness in different courses.

Area #3: Catalytic Engine Research

Strength: 

Improvement:

Insight:

Accomplishments:

Area #4: Scholar’s Community Leadership

Strengths:

Improvements:

Insight:

Accomplishments:

Area #5: Faculty Guidebook Direction

Strength:

Improvement:

Insight:

Accomplishments:


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
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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, week, and/or day.

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:


[image: image3.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 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 accomplishments


Identify key activities


Allocate time; identify milestones


Schedule activities and milestones
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Sheet1

		Learning				Hours				Pct

				Reading professional papers, journals, and books		100

				Reviewing others' works to learn		100

				Reviewing text books for learning		25

				Dialoguing with professional colleagues		150

				Attending professional conferences for learning		75

				Learning new professional tools		25

				Other learning

				Subtotal		500

		Teaching

				Designing curriculum		100

				In-class teaching, class-time contact with students ~5 hrs/wk		150

				Office hours/supplemental instruction ~8 hrs/wk team mtgs		200

				Assessing and evaluating students		75

				Mentoring students and others - grad students		100

				Assisting with undergraduate research - ELE research mtgs		25

				Doing educational research as part of instruction		25

				Engaging in faculty development to improve my teaching		25

				Self-assessing (includes e-updates to class/mentors)		50

				Other teaching

				Subtotal		850

		Service

				Advising/counseling students - 15 hrs/semester		30

				Attending departmental meetings/activities ~1 hr/wk		50

				Attending meetings of committees/task forces ~ 2 hrs/wk		100

				Facilitating/conducting workshops - prep for ELE events		25

				Participating in professional organizations - ASEE		25

				Being involved in community service - company travel/visits		50

				Consulting professionally - SBIR support for ARI		20

				Managing student groups or events - Expo		50

				Other service

				Subtotal		350

		Research and Scholarship

				Writing grant/project proposals		100

				Conducting disciplinary research - catalytic combustion		150

				Engaging in educational research - TIDEE, ELE, PDM		200

				Authoring major works - faculty guidebook		300

				Working in summer research job

				Consulting on research projects

				Writing/revising/publishing papers		100

				Presenting research in seminars, talks - including prep		50

				Other scholarship

				Subtotal		900

				TOTAL FOR YEAR		2500				100%
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		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%






