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Purpose
The CUPE Career & Professional Development (CPD) plan is designed to be a supportive process providing employees with opportunities to develop new skills, knowledge, and competencies and to create a plan with specific outcomes using a variety of developmental methods. 
Employee’s Role
Your role, as the employee, is to initiate a CPD plan with your manager. It is a process that is intended to be available for all employees to identify growth opportunities in their competencies in order to enable professional development and set long-term goals.
Manager’s Role
The manager’s role in the employee’s CPD plan process is to be a coach and mentor. The manager is responsible for providing support to employees who self-initiate the CPD process to help them in their individual development.
Plan Overview
The CUPE CPD process consists of two forms: 
Form 1: Career & Professional Development Plan
Form 2: Progress Review
Form 1 has four parts for employees to work through with their manager. This form is to:
Part 1) Establish the purpose of your CPD plan
Part 2) Self-assessment of competencies
Part 3) Growth opportunities and goals, and 
Part 4) Progress review and celebrating success
Form 2 allows employees and managers to review the progress of specific goals and objectives that were set in Form 1 – Part 3 on the timeline that was established in Form 1 – Part 4. A vital part of the CPD process is consistently reviewing progress to ensure the success of the plan. 

Part 1: Establishing the Purpose of Your Career & Professional Development Plan
VIU commits to having ongoing conversations with its employees regarding career and professional development opportunities, as well as barriers and obstacles to achieving growth and success in their current and future roles. 
This section is for you, the employee, to envision the outcome you wish to achieve through professional development and/or career progression. It first starts with assessing where you are today in your professional growth and development and what growth opportunities exist for the future. 
Reflect on Today
Outline briefly your current position, education experience, specialized training, and relevant past job/volunteer experiences.
[bookmark: Text54]     
Reflect on Your Skillset
[bookmark: Soft_Skills]Outline briefly your soft skills [image: ]. One method is to identify your top two (2) strengths and weaknesses.
[bookmark: Text53]     
Reflect on Your Desired Outcome
[bookmark: Professional_Development][bookmark: Career_Development]You have chosen to initiate a CPD plan. Reflect on the outcome you wish to achieve. What does this achievement look like? Does it align with professional development[image: ] and/or career development[image: ]? 
[bookmark: Text52]     
List two (2) or three (3) of the most important skills that may require additional development in order to achieve your desired outcome.
[bookmark: Text55]     
[bookmark: Goal_Time]What is the timeline you anticipate achieving this outcome? [image: ]
[bookmark: End_Date]Select an end date: Click or tap to enter a date. [image: ]

Part 2: Self-Assessment of Competencies (Rating Option)
This section is for you to do a self-assessment of your competencies to determine areas you should focus on in Part 3: Growth Opportunities and Goals. Please review each competency below. Select each competency that applies to your CPD plan.
Optional Feedback Opportunities
The intention is to provide you with an option to gather feedback from a wide variety of sources that can positively impact the development of your CPD plan. You can choose to receive feedback pertaining to your competencies from the options below. Both options are for your information only and do not need to be shared with your manager if that is your preference.
1. [bookmark: _Hlk92715011]An assessment survey sent to a handful of VIU colleagues, of your choosing, to help inform your self-assessment. You may opt to include up to one (1) non-VIU individual.
2. Informal request by yourself to a mentor/respected colleague(s) of your choosing to solicit feedback. An option is to have an informal discussion or you can use the Form 1: Informal Feedback Request Form. If you choose this option, please initiate the request directly with the mentor/respected colleague(s).
[bookmark: Survey]Are you selecting the assessment survey option[image: ]?	 ☐ Yes		☐ No
If yes, identify up to five (5) people to participate in the survey and email the information to ER@viu.ca to initiate the survey: 
     
Definitions of Self-Assessment Ratings
	N/A
	Not applicable to the CPD plan outcome identified. 

	NC
	Not confident: Little to no experience and/or education/training in the use of this competency. Development of it would require education/training and guidance. 

	LC
	Limited confidence: Limited experience and/or education/training in the use of this competency. Further development is required to apply this competency with little to no assistance. 

	MC
	Mostly confident: Some experience and/or education/training that demonstrates adequate performance of this competency. 

	VC
	Very confident: Extensive experience and/or education/training that demonstrates proficiency of this competency. Additional development would elevate this competency to exceptional performance level. 



Common Competencies for Career & Professional Development
	Critical Thinking
	Self-Assessment Rating

	
	N/A
	NC
	LC
	MC
	VC

	Applies reasoning and analytical abilities to accomplish work objectives; emphasizing logic and data when assessing situations and identifying possible courses of action and/or opportunities.
Survey Rating (Optional):      
	☐	☐	☐	☐	☐
	Efficiently and effectively handles a large and wide assortment of work that demands significantly different skills or knowledge bases.
Survey Rating (Optional):      
	☐	☐	☐	☐	☐
	Ensures that the work accomplished is accurate and complete in all relevant aspects while avoiding lost productivity.
Survey Rating (Optional):      
	☐	☐	☐	☐	☐


	Communication
	Self-Assessment Rating

	
	N/A
	NC
	LC
	MC
	VC

	Communicates verbally in a clear and concise manner, both interpersonally and in formal presentations.
Survey Rating (Optional):      
	☐	☐	☐	☐	☐
	Communicates in writing in a clear, concise, and effective manner.
Survey Rating (Optional):      
	☐	☐	☐	☐	☐


	Team Work
	Self-Assessment Rating

	
	N/A
	NC
	LC
	MC
	VC

	Works with others to share expertise and achieve outcomes that benefit the organization.
Survey Rating (Optional):      
	☐	☐	☐	☐	☐
	Steps in to fill necessary roles that others are unable or unwilling to do.
Survey Rating (Optional):      
	☐	☐	☐	☐	☐
	Demonstrates strong communication skills to others on the team through active listening, summarizing, facilitating, and "bridge building".
Survey Rating (Optional):      
	☐	☐	☐	☐	☐


	Relationship Building (Contacts)
	Self-Assessment Rating

	
	N/A
	NC
	LC
	MC
	VC

	Develops and maintains a network of contacts, both inside and outside the organization, with people who may be able to supply information, assistance or support for work-related goals.
Survey Rating (Optional):      
	☐	☐	☐	☐	☐
	Builds and maintains friendly, warm relationships or a network of contacts with people who are, or might someday be, helpful in achieving work-related goals.
Survey Rating (Optional):      
	☐	☐	☐	☐	☐


	Decision-Making
	Self-Assessment Rating

	
	N/A
	NC
	LC
	MC
	VC

	Evaluates alternatives and assesses advantages/risks in making decisions which are timely, decisive, and effective.
Survey Rating (Optional):      
	☐	☐	☐	☐	☐
	Tailor’s decisions to unusual or ambiguous situations.
Survey Rating (Optional):      
	☐	☐	☐	☐	☐
	Has the courage and conviction to make important decisions in the face of conflicting or incomplete information.
Survey Rating (Optional):      
	☐	☐	☐	☐	☐


	Technical Skills 
	Self-Assessment Rating

	
	N/A
	NC
	LC
	MC
	VC

	Staying current with changing job skills to positively impact operational efficiencies and the effectiveness of service provided.
Survey Rating (Optional):      
	☐	☐	☐	☐	☐
	Motivated to expand and use technical knowledge with others.
Survey Rating (Optional):      
	☐	☐	☐	☐	☐
	Motivated to distribute work-related knowledge to others.
Survey Rating (Optional):      
	☐	☐	☐	☐	☐



Part 3: Growth Opportunities and Goals
[bookmark: SMART]In accordance with the commitment that VIU places on supporting professional development and career development, specific growth opportunities and goals should be identified to establish a plan of action that will facilitate you in achieving success with your desired outcome developed in Part 1. These learning and development objectives should follow the S.M.A.R.T formula [image: ]. Learning and development objectives can be supported by three strategic categories (cognitive, behavioural, environmental) of activities to help ensure success:
1. Cognitive activities include more formalized training such as reading articles, attending lectures, courses, seminars, and using LinkedIn Learning resources.
2. Behavioural activities include role-playing, behaviour modelling, team building, mentoring, and coaching.
3. Environmental activities include temporary assignments (secondments), project team, internal consulting, institutional service opportunities (formal governance committees), departmental committee opportunities, and volunteering. 
[bookmark: Career_Development_Activities]Environmental activities can be used for career development with job enrichment, job enlargement, secondments, or lateral transfers [image: ].
[bookmark: Resources]With your desired outcome in mind, think about your self-assessment and any areas that you identified require attention. Outline below the S.M.A.R.T. objectives that are required to achieve your desired outcome. Include timelines to when these objectives would be completed and any resources required in order to achieve the objective [image: ].


[bookmark: ActionPlanPrint]Action Plan [image: ]
	Brief Objective
	     

	Supporting Activities [image: ]
	     

	Measuring Success [image: ]
	     

	Expected Completion
	Click or tap to enter a date.
	Resources Required [image: ]
	     

	Expected Barriers [image: ]
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	Brief Objective (Optional)
	     

	Supporting Activities [image: ]
	     

	Measuring Success [image: ]
	     

	Expected Completion
	Click or tap to enter a date.
	Resources Required [image: ]
	     

	Expected Barriers [image: ]
	     




Part 4: Progress Review & Celebrating Success
Progress Review
Restate your outcome end date: Click or tap to enter a date.
[bookmark: Review_Schedule]Establish a progress review schedule: [image: ]
☐ Quarterly		☐ Semi-Annual (6 months)		☐ Yearly		☐ Other
[bookmark: Review_List]Specifically list the general month, year you are to meet: [image: ]
[bookmark: Text57]     
Celebrating Success
Acknowledging and celebrating milestones along the way to successfully achieving your outcome is important and helps keep your momentum. It is important to celebrate in ways that you are comfortable with, whether that is private acknowledgement between you and your manager, an activity, or a broader communication. 
How do you wish to celebrate success? What does that look like for you?
[bookmark: Text63]     

[bookmark: Text51][bookmark: _GoBack]Employee Printed Name:	     

Date: Click or tap to enter a date.

[bookmark: Text49]Manager Printed Name:	     

Date: Click or tap to enter a date.

Keep material for your records.
Please inform HR (email ER@viu.ca) that you have initiated a CUPE CPD plan.
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