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CHILD & FAMILY DEVELOPMENT PROGRAMS, Community Action Team, Inc.

 Professional Development Plan
Refer to Policy & Procedure 1-105.  This plan is developed in collaboration between staff and their supervisor who is part of the Leadership team to support meeting job requirements, or based on employee goals or areas for improvement identified during the performance evaluation process.  The plan will be reviewed and discussed during regular one on one meetings, and updated at least annually. Goals will be related to job duties and will be written as SMART goals. SMART Goals are: Specific, Measurable, Achievable, Relevant, Time-bound (See SMART Goal guidance Sheet).  Submit completed form to Admin Office Specialist.
	Name:


	Start Date:

	Review Date:



	Skill/practice-based Goal (The S & R of SMART):  Example: Increase professional communication in tone verbally and in writing)

	The practice or skill I will work on:



	Planning for the goal: (The M & T of SMART): Reflect on what you have or may need to achieve your goal

	What questions are relevant that I need to think of?  What specific actions can I observe that indicate progress/achievement?  How much time is reasonable to achieve my goal?  How will you collect data about implementation of this practice/skill?  How will you track progress?



	Prepare to Collect Data (The A of SMART):

	How do you know when you have achieved this goal?  What will you do more of or differently?  How often?



	Steps to achieve this goal:
	Resources needed:
	By when:

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	       I am making progress toward this goal and will keep
       implementing my action plan.
	       

       I need to change my plan to achieve this goal by
       revising the goal or changing the action steps.


	Reflection on the process of meeting the goal: Goal completed!

	End notes: How was the goal achieved? What changes were made?  Are there other changes you would like to make?
	Next Steps:  What steps will be made to sustain the change?  What supports do you need?

Follow up dates: _________________________


_____________________________________________________

____​​​​___________________________________________________________
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