Office of Organizational Development


  Administrators and Supervisors’
MONTGOMERY COUNTY PUBLIC SCHOOL
S                                                                         Professional Development Plan (PDP) 
Rockville, MD 20850


	Name: 

Sample

	School/Office:
Assistant Principal, Student Support Specialist, Coordinator of School-based Program

	Timeframe for PDP: 
December 1, 2004 – September 1, 2005


PURPOSE:

The purpose of your PDP is to give you the opportunity to reflect on and continuously improve your knowledge, skills, and abilities as they relate to the leadership standards for your position.  Your PDP is to be aligned with your work and it is to support you in doing your job.    

I. Directions for Developing the PDP

· Review the leadership standards for your position.

· Gather and review data related to the area upon which you wish to focus. 

· Develop your initial plan with self-reflection and with consultation from colleagues of your choice.

· Present the plan to your direct supervisor for collaborative input and agreement.

· Make revisions, if any, and give a copy to your direct supervisor.

· Periodically arrange a meeting with your direct supervisor to discuss your progress on the outcome, evidence of attainment, resources needed, and completion.

· The timeline for completing the PDP is flexible.  It does not have to coincide with the academic year.

· You may also decide to modify your plan or change it entirely at any time in collaboration with your direct supervisor.

II. PDP Form

	Identify the standard and criterion you want to develop or enhance to address your focus area.

MCPS LEADERSHIP STANDARD and CRITERION:

Standard #3, Criterion #3 – Manages human and material resources to cultivate and support a safe and healthy school environment.

	State your focus as an outcome.  (By the end of-----I will---so that---)  

By the end of June, I will have led a team of staff members in revising our code red and code blue procedures so that these procedures improve the safety of the school.

	What evidence/data will you collect to verify that you will have attained your outcome?

The following evidence will be collected:

· A revised document of procedures for staff

· The feedback sheets collected from staff offering suggested improvements

· Suggestions from other schools from whom benchmarking was conducted

· The minutes of the team meetings

· A reflection statement by me that compares the improvements to current practice

	How does your outcome relate to your school improvement plan or office strategic plan?
The stakeholder focus category of our school improvement planning process indicates that the current emergency processes do not provide for a safe and healthy school environment.  The continuous improvement of our emergency processes will correct this situation.


Action Plan: In the space below, identify the actions you will take to achieve your outcome and your anticipated timeline for actions. 

Your direct supervisor is to assist you with the supports, if needed, to achieve the outcome. 

	ACTIONS
	SUPPORTS NEEDED

(Optional)
	ANTICIPATED

EVIDENCE
	ANTICIPATED

TIMELINE
	DATE OF COMPLETION

	Attend school system updates on the emergency procedures
	Training from School Safety department
	Notes, documents, and other information from trainings
	December-March
	March, 2005

	Meet with the principal to discuss her priorities and formulate next steps


	Principal’s input
	Notes from meeting with principal
	December
	December, 2004

	Meet with the OSET team, discuss priorities of the principal and team members
	Attendance from team members
	Action minutes from first meeting
Attendance record
	January
	January, 2005

	Conduct regular meetings of the team
	Attendance and participation by team members
	Action minutes
Attendance records
	January - April
	April, 2005

	Solicit suggestions from teachers and support staff regarding improvements in code red and code blue


	Staff input
	Feedback comments from staff
	May
	Staff meeting in 

May, 2005

	Incorporate staff input into revisions of the procedures
	Writing team of OSET team members
	Collation of input and major points
	May-June
	June 1, 2005

	Generate revised document of procedures
	Writing team of OSET team members
	Draft document of new procedures
	May-June
	June 15, 2005

	Present document to principal for approval
	Principal’s input
	Notes from meeting with principal
	June
	July 1, 2005

	Present document to staff highlighting feedback on their previous input
	Technical support from User Support Specialist
	PowerPoint presentation handout
	August
	August 23, 2005


	Signatures: These signatures reflect mutual agreement on the plan.



	Administrator’s Name (Print)   


	Signature
	Date

	Direct Supervisor Name (Print)   


	Signature
	Date


III. Process for Completing the PDP

· Compile data regarding the attainment of your outcome.

· Reflect upon the data and the leadership standard.  Consult with colleagues of your choice.

· Arrange a meeting with your direct supervisor to review and discuss the data, the leadership standard, and any supports used.

· Decide with your direct supervisor if the outcome is achieved or if the plan needs to be changed.

· Attach any documents that are evidence of attainment of your outcome.  The use of a portfolio is optional for this purpose.

· Use another sheet to provide a reflection on your outcome attainment.

	Signatures: These signatures reflect agreement that the plan is completed or that the plan is being changed.



	Administrator’s Name (Print)  

                                                 
	Signature

	Date


	Direct Supervisor Name (Print) 

                                              
	Signature

	Date
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