
Professional Development Policy and Procedure

Policy:

It is the policy of CompassPoint to provide and support professional development opportunities for all CompassPoint staff. Professional development can be pursued by: individuals to increase their skills in their current position; it can be pursued as a way to increases the effectiveness of the Practice; or it can be pursued for the career advancement of individuals. This Policy stems from the view that professional development and continuous learning are essential to maintain the quality of the services that CompassPoint provides to the nonprofit community.

There are four primary ways in which CompassPoint supports professional development opportunities: by creating an annual conference attendance plan, by providing “all staff” and/or group training opportunities; by developing individual professional development plans and by providing all staff with an annual discretionary fund allowance for professional development materials or activities. 

Procedures:

Conference Attendance: In the first quarter of each calendar year the Practice Director develops the annual conference attendance plan. In developing the plan, the Practice Director will solicit feedback from staff and will consider Practice development needs and professional development opportunities for staff.

Group Training Opportunities: The management team will meet through out the year to identify and coordinate training opportunities for all staff and /or for sub-groups of staff. Staff input for training topics will be solicited periodically during the year. Whenever possible staff meeting days will be utilized for group training opportunities and they will be scheduled as far in advance as is possible. 

Individual Professional Development Plans (PDP): 

· Individual Professional Development Plans will be developed as part of the annual goals setting process. 

· Professional Development Plans are to be developed and executed in collaboration between a supervisee and supervisor. 

· Individual Professional Development Plans (including financial and time resources) are to be submitted to and approved by the management team. 

· Purposes for creating a PDP are:

· Strengths that, if enhanced, will contribute to the overall mission of the organization
· New skill development 

· Practice need

· Areas of performance/skills that need to be improved
· Additional factors that may be considered in the development of a PDP are:

· Career development 

· Changes in technology or best practices

· Staffing needs

· Leadership development

· Relationship development

· Professional development plans may include but are not limited to the following:

· On the job mentorship or shadowing

· Attendance to CompassPoint offered workshops

· Attendance to courses, seminars, conferences, institutes, lectures, meetings or workshops

· Participation in professional networks or associations

· Accommodations that may be made for PDP may include the following:

· Flexible work options such as alternate work schedules

· A period of paid or unpaid leave to attend training / programs

· Partial or full payment of training expenses 

· A temporary or part-time work assignment in another area of work

Professional Development Discretionary Funds

· Professional development discretionary funds are funds available for the purchase of professional development materials or to attend professional development activities that have not been previously identified as part of an PDP at the discretion of individual employees

· The dollar amount allocated per employee will be established at the beginning of each fiscal year

· All employees will receive the same amount per year
· Employees can access the discretionary funds either through the PO system or through monthly cost reimbursement system
· Professional development discretionary funds can be used for but are not limited to:
· Membership fees
· Purchase of texts
· Magazine subscriptions
· Webinar registration

· School tuition fees

· Technology that supports your work

Individual Professional Development Plan (PDP) Form

	Name: 
	Position:  

	Supervisor:
	Date:  


Short Range – Required for execution of current position and responsibility

Goal __________________________________________________________________________________


	Competencies/ Skills to be acquired
	Learning

Activities
	Learning Resources (Please including financial and time resources needed) 
	Time Frame

Start – Complete
	Learning Success 

Criteria

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Mid Range – Important and helpful for growth within present position (1-2 years)

Goal __________________________________________________________________________________


	Competencies/ Skills to be acquired
	Learning

Activities
	Learning Resources (Please including financial and time resources needed)
	Time Frame

Start – Complete
	Learning Success 

Criteria

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Long Range – Helpful for achieving career goals (1-3 years)

Goal __________________________________________________________________________________


	Competencies/ Skills to be acquired
	Learning

Activities
	Learning Resources

(Please including financial and time resources needed)


	Time Frame

Start – Complete
	Learning Success 

Criteria

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


___________________________________________


___________________

Employee Signature






Date

___________________________________________


___________________

Supervisor Signature






Date

___________________________________________


___________________

Mngt Team Signature






Date
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