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	P R O F E S S I O N A L   D E V E L O P M E N T   P L A N

	Name:
	     
	Date Form Completed:
	yyyy/mm/dd

	
	Planned Review Date:
	yyyy/mm/dd

	

	Item No.
from Self-Assessment Tool
	Learning Goal or Follow-up Action
* indicate goals from last year’s PD Plan
	Strategies and Timelines
	Evidence of Progress
(Include document title, date, and portfolio location as appropriate)
Changes to goals/strategies/timelines
	Date Goal is Met
	Future Goals or Plans

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     


	     
	     
	     
	     
	     
	     


	Instructions for Completing the Professional Development Plan

Note: You may copy the Professional Development Plan (PD Plan) form for your personal use. Remember that the final plan must be legible in the event that it is reviewed by the College. It can also be downloaded from the website, www.coto.org (Registrants, Quality Assurance, Self-Assessment).

1) Review last year’s Professional Development Plan. Record in the “Date Goal is Met” column any completed goals, progress towards goals or changes to goals. It needs to be clear whether you are finished with a goal, following up on it or have changed your thinking.

2) Transfer continuing goals to this year’s plan. Add an asterisk (*) in the column indicated for continuing goals. This will clearly show the relationship between annual plans.

3) Complete the Self-Assessment once every two years (or when you have a major change in practice) to identify areas for growth and formulate learning goals. In alternate years, you may simply review your last tool. Complete the last page of the PREP answer booklet, recording any learning needs.
	
	4) Decide which goals are most important for the current year. It is generally best to focus on a few goals each year. Record these under the heading “Learning Goal or Follow-up Action” on the PD Plan. In the column “Item No.”, record the Self-Assessment Item number (1 to 19) to which the learning goal corresponds. This links your self-assessment of learning needs and your PD Plan. Write goals that are specific, measurable, and can realistically be achieved in one year.

5) Decide what actions you will take to accomplish your goals and when you will do each step. Record this information in the column “Strategies and Timelines”. Be very specific in your plans and write them in a way that will allow you to measure your progress. Focus on actions that can be taken within a one year period. Use the column “Future Goals or Plans” to record steps or actions that extend beyond the one year timeframe.

6) Also use the column “Future Goals or Plans” to record learning needs you will not address this year. You will consider these when creating future PD Plans.

7) Decide how you will provide evidence of progress towards your goal and record this in the column “Evidence of Progress”. Leave space to reference any documentation when you review your plan next year. This column will also be used next year to record any changes to goals/strategies/timelines or barriers to goal completion.

	Sample Completion of One Item for the Professional Development Plan

	Item No.
from Self-Assessment Tool
	Learning Goal or Follow-up Action
* indicate goals from last year’s PD Plan
	Strategies and Timelines
	Evidence of Progress
(Include document title, date, and portfolio location as appropriate)
Changes to goals/strategies/timelines
	Date Goal is Met
	Future Goals or Plans

	8
	* to all clients admitted To develop a brochure outlining available OT services for distribution to the unit.
	· Draft a brochure (Aug.)

· Distribute draft to team members, professional practice leader and other OTs for review (Sept.) 

· Revise draft (Nov.) 

· Identify and follow process for administrative approval (Dec.)
	Brochure will be developed and available for use by next March (in future, the brochure could be included in the Professional Portfolio and referenced here, or the goal may change and that would be recorded here)
	(add the completion date when appropriate)
	Determine best method for ensuring brochure is distributed to clients upon admission. (unless changed, include this goal on next PDPlan)
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