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University Life 

Professional Development & Performance Plan 
Administrative/Professional Faculty & Classified Staff 

 

 

Overview: 

The UL Professional Development and Performance Plan details SMART performance goals, outlines what the employee is expected 
to accomplish, and how the employee will do so during the current performance cycle.  The plan is to be updated annually at the start of 
the performance cycle, in accordance with the timeline provided by George Mason University Human Resources.  
 
Performance Actions (the how) and outcomes (the what) should be developed based on the employee’s key responsibilities (located in 
their position description), standards of professional practice, and professional development goals. Developing the performance plan is 
to be a collaborative effort between the employee and supervisor involving discussion, review, and revision. The final plan should reflect 
agreed upon understandings and expectations of how the employee will carry out his or her key responsibilities and the results to be 
achieved. 
  
Monitoring Performance Plan progress: 
The Performance Plan is a living document that should be updated regularly during the performance management cycle. Progress is to 
be documented and discussed. This includes but is not limited to: 

• One on one meetings between the employee and supervisor.  

• Quarterly meetings to discuss the progress and status of the goal development and work are to occur and should be detailed in 
the document’s dedicated section.   

 
At the end of the performance cycle, the Performance Plan should be addressed in the employee’s performance self-appraisal and in 
the performance evaluation completed by the supervisor.  There are templates for a meeting agenda for quarterly meeting discussions 
as well as monthly report that includes goal progression at: https://hr.gmu.edu/performance-evaluations/performance-evaluation-
resources/ and https://ulprofdev.gmu.edu/resources/supervision/  
 

https://hr.gmu.edu/performance-evaluations/performance-evaluation-resources/
https://hr.gmu.edu/performance-evaluations/performance-evaluation-resources/
https://ulprofdev.gmu.edu/resources/supervision/
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Note:  

• Performance goals, actions and outcomes may be changed during the performance cycle. This would occur when the employee 
and supervisor agree change is appropriate.  

• Performance goals, actions and outcomes can also be carried forward from one performance cycle to the next.  

• Performance goals, actions and outcomes that arise from unexpected opportunities during the performance cycle may also be 
added.   

 
Purpose: 
The UL Professional Development & Performance Plan allows staff to articulate their goals and Actions for that year’s performance 

cycle.  This document allows the employee and supervisor to communicate shared goals, progress and challenges of their work both in 

the plan and in the progress meetings.  With ongoing conversations between the employee and supervisor, the Performance Plan will 

serve as a living document that allows focus on professional practice, growth and contribution, as noted above.  Staff plans allow for 

unit leaders to map team members' work to the unit goals and up to the divisional goals. 

 
Performance Plan Form: 
The Performance Plan document includes the components defined in a clear and simple format. A supervisor and employee or 
department may include additional components, if deemed important and in doing so facilitates the performance planning process. The 
most crucial element of the performance plan is its usefulness to the supervisor and employee in the planning and review of work and 
performance.  
 
NOTE: Examples of additional components that some have used in the past: “Key Resources Needed” and “Measures Used” and 
“Alignment to Unit Goals.” 
 
 
Performance Plan Progress Conversations: 
The ongoing conversations between the employee and supervisor are the cornerstone of the successful implementation of the 
Performance Plan. The progress notes section of the Performance Plan allows the employee to detail progress in the written plan in 
preparation for periodic discussion with their supervisor.  The employee may also identify key resources needed to achieve success 
and identify challenges, successes, and collaborators in the process.   
 
Resources to support the employee and supervisor are included below in the Resource Section.  
 
Definition of Terms: 
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Essential Function: Inserted from the employee position description. Your employee position description is accessible to 
you via your supervisor.  

Performance Goal:  SMART goal corresponding to the Essential Function or professional development competency 

Professional 
Development Goal: 

At least one professional development goal will be focused on an ACPA/NASPA professional 
competency; the other professional development goal(s) will focus on an area of growth for 
improvement 

Actions: The means by which the goal will be achieved (how); the specific actions that will be taken to achieve 
the goal 

Outcome: The specific result(s), achieved through the objective, that demonstrate fulfillment of the goal; must be 
observable and measurable 

% Of Time Estimate of amount of time to be allocated to each objective 

Progress Notes Detail progress in the written plan as preparation for quarterly discussions with supervisor 

• Identify key resources needed  

• Identify challenges, hurdles, successes, and collaborators 
 

 
 
 
Resources: 
LinkedIn Learning: Setting Team and Employee Goals Using SMART Methodology 
Action Words for Performance SMART Goals 
Mason HR Performance Management Goals and Actions resources 
Tips for Holding Meaningful Conversations 
 
  

https://www.linkedin.com/learning-login/continue?account=57888345&forceAccount=false&authModeName=Shibboleth&authUUID=JiXsS5qGTEqsNr0ZUFGHOQ%3D%3D&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fsetting-team-and-employee-goals-using-smart-methodology%2Fsetting-team-and-employee-goals%3FautoAdvance%3Dtrue%26autoSkip%3Dfalse%26autoplay%3Dtrue%26resume%3Dtrue%26u%3D57888345
https://learn-us-east-1-prod-fleet01-xythos.content.blackboardcdn.com/blackboard.learn.xythos.prod/5a30bcf95ea52/63919484?X-Blackboard-S3-Bucket=blackboard.learn.xythos.prod&X-Blackboard-Expiration=1706065200000&X-Blackboard-Signature=FtaMCuasfljNWL3%2BNtrLtuPpQ%2BBm2lLowTlMTRhhQ7E%3D&X-Blackboard-Client-Id=200078&X-Blackboard-S3-Region=us-east-1&response-cache-control=private%2C%20max-age%3D21600&response-content-disposition=inline%3B%20filename%2A%3DUTF-8%27%27Performance%2520Evaluation%2520Action%2520Verbs.pdf&response-content-type=application%2Fpdf&X-Amz-Security-Token=IQoJb3JpZ2luX2VjEK%2F%2F%2F%2F%2F%2F%2F%2F%2F%2F%2FwEaCXVzLWVhc3QtMSJHMEUCIQD0yb9i3ybU0y7X0CkDUJdPAirwpMpKjalEYJTMAZGAIwIgJWEQgFH7yL5uG3cWyhjXXeeEiXpPgKH7%2BqBZWnxFLUwqswUIaBAAGgw1NTY5MDM4NjEzNjEiDIZezejdnNg3YQvbLyqQBaZOEtUsOS2x9elXUxRejRvmuQJnTbRH1cOTYhUsaOjai4wQ9B%2BFLjrP7pl5ddP2piLiohq3xc4XXhG3fHvgIKVDW8ppRJGjxblWsxiZl%2Fnsp9VqP%2BOFP1qGnq0fRj8TH6XBz%2FUbO4pdLUh0YQHat7RqKVmEGbcvl7b7o%2BdIInMmvbrvbQ7OjiP1iqXZbaCbQnl38RBs2D1AIRkzB6cAKZqPE2u%2FXlfNsYkQ1MhvqAA%2FqdUDUnyNhY9G9MhG1Y2y7373ug%2B1Zjo6xaiMDh7LbfVLuSZrnhkmuYSoBXml8qKVgy6AZgmthVfaobISo1PZI8sdGvVtq6IHsOo8S%2BgFnIM6gxRTh3uss7RCZzUUQWD%2BveOuyMfPs8MrwpdHHDHdNSQXk%2BmsWNisgzndIacIQDESoOrcbU2CzmlrfiHGBKZ3u5TokLB4kw08%2F%2FIvhrC0CuJefTu6B1iR7EmmBmEFhkxCDBW04R3FP7iCTcXd1G%2FHKMuZKTa2iah412gZhAWyz3S34C912fan6XZCDN%2Bw%2F9fMALqgcsrpFqGx9A9gzCX%2FAfy7RKhq7ApscYI08lEzud1a6M3L7Kp6OXh2fjz3U0NE7vbTmdsNdJJS%2FdpF3G%2FdPcGp6uQ1iT8eig3goKGAz3EnLGcy09qlkk7utYBmuthBg01VGlVSPEgKxhFuGZAvPhgx7%2B3Lwz%2BvhBGyPuKtuw9qXOFJknKCqsszIeHVjN9ItXAhv0puZtZjVm7DwgdtbKUyWusHDw%2BUEEWNmfnGwEq7JJlXVL%2BBnOMf0hlO%2BqmO58RAD0Cd5q0vLidYguGrQTAHVKEZMDn4G%2B2X3QEBH8bSctaUm5z9yzE6lMHMDM8A6G8r7fikiZeQOKpB0nBtMP6Cwa0GOrEBa1tXwteoleuiHmKtdTZwkaV1Na3Re%2F4M5AXKYocnXGh9HIma6WLmf%2FZZNfPffgjqvEEnXWFphnnN4r0caEeDRC1DIK6zitVO8s5RPyVyMUap%2FFs5IJAksM3V6%2FxC%2BtdVQcGu6sEaMrOG%2BZU6Rv38SEFLsAXASnLMZzZV8tOFhhBzR74bEqUXbNNLIiIgb90Hj0qwjURHnVYhqg82L5WT1Tk85eLLUVCEGFcXc4AlOg%2BS&X-Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Date=20240123T210000Z&X-Amz-SignedHeaders=host&X-Amz-Expires
https://hr.gmu.edu/performance-evaluations/performance-evaluation-resources/
https://learn-us-east-1-prod-fleet01-xythos.content.blackboardcdn.com/blackboard.learn.xythos.prod/5a30bcf95ea52/66580046?X-Blackboard-S3-Bucket=blackboard.learn.xythos.prod&X-Blackboard-Expiration=1706065200000&X-Blackboard-Signature=SlXBftdfv%2F0GFUcMF%2BkYCa7LwETnLjW1vHSjVr11cWE%3D&X-Blackboard-Client-Id=200078&X-Blackboard-S3-Region=us-east-1&response-cache-control=private%2C%20max-age%3D21600&response-content-disposition=inline%3B%20filename%2A%3DUTF-8%27%27supervisor-tips-for-meaningful-conversations.pdf&response-content-type=application%2Fpdf&X-Amz-Security-Token=IQoJb3JpZ2luX2VjEK%2F%2F%2F%2F%2F%2F%2F%2F%2F%2F%2FwEaCXVzLWVhc3QtMSJHMEUCIQD0yb9i3ybU0y7X0CkDUJdPAirwpMpKjalEYJTMAZGAIwIgJWEQgFH7yL5uG3cWyhjXXeeEiXpPgKH7%2BqBZWnxFLUwqswUIaBAAGgw1NTY5MDM4NjEzNjEiDIZezejdnNg3YQvbLyqQBaZOEtUsOS2x9elXUxRejRvmuQJnTbRH1cOTYhUsaOjai4wQ9B%2BFLjrP7pl5ddP2piLiohq3xc4XXhG3fHvgIKVDW8ppRJGjxblWsxiZl%2Fnsp9VqP%2BOFP1qGnq0fRj8TH6XBz%2FUbO4pdLUh0YQHat7RqKVmEGbcvl7b7o%2BdIInMmvbrvbQ7OjiP1iqXZbaCbQnl38RBs2D1AIRkzB6cAKZqPE2u%2FXlfNsYkQ1MhvqAA%2FqdUDUnyNhY9G9MhG1Y2y7373ug%2B1Zjo6xaiMDh7LbfVLuSZrnhkmuYSoBXml8qKVgy6AZgmthVfaobISo1PZI8sdGvVtq6IHsOo8S%2BgFnIM6gxRTh3uss7RCZzUUQWD%2BveOuyMfPs8MrwpdHHDHdNSQXk%2BmsWNisgzndIacIQDESoOrcbU2CzmlrfiHGBKZ3u5TokLB4kw08%2F%2FIvhrC0CuJefTu6B1iR7EmmBmEFhkxCDBW04R3FP7iCTcXd1G%2FHKMuZKTa2iah412gZhAWyz3S34C912fan6XZCDN%2Bw%2F9fMALqgcsrpFqGx9A9gzCX%2FAfy7RKhq7ApscYI08lEzud1a6M3L7Kp6OXh2fjz3U0NE7vbTmdsNdJJS%2FdpF3G%2FdPcGp6uQ1iT8eig3goKGAz3EnLGcy09qlkk7utYBmuthBg01VGlVSPEgKxhFuGZAvPhgx7%2B3Lwz%2BvhBGyPuKtuw9qXOFJknKCqsszIeHVjN9ItXAhv0puZtZjVm7DwgdtbKUyWusHDw%2BUEEWNmfnGwEq7JJlXVL%2BBnOMf0hlO%2BqmO58RAD0Cd5q0vLidYguGrQTAHVKEZMDn4G%2B2X3QEBH8bSctaUm5z9yzE6lMHMDM8A6G8r7fikiZeQOKpB0nBtMP6Cwa0GOrEBa1tXwteoleuiHmKtdTZwkaV1Na3Re%2F4M5AXKYocnXGh9HIma6WLmf%2FZZNfPffgjqvEEnXWFphnnN4r0caEeDRC1DIK6zitVO8s5RPyVyMUap%2FFs5IJAksM3V6%2FxC%2BtdVQcGu6sEaMrOG%2BZU6Rv38SEFLsAXASnLMZzZV8tOFhhBzR74bEqUXbNNLIiIgb90Hj0qwjURHnVYhqg82L5WT1Tk85eLLUVCEGFcXc4AlOg%2BS&X-Amz-Algorithm=AWS4-HMAC-SHA256&X-Amz-Date=20240123T210000Z&X-Amz-SignedHeaders=host&X-Amz-Expires=21
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Name:  
 

Job Title: 
 

Position Number: 
 

Performance Plan Time Period: 
 

 
 

PERFORMANCE GOALS  

 

DESCRIPTION OF SECTION AND GUIDANCE 

Performance goals are derived from the employee’s key responsibilities, which are detailed in the position description.   
 

 
 

Essential Function #1 (from Position Description):  
 

Performance Goal 

 

Action Plan: How you will accomplish the work in the smart goal 

 
1.1 
 
1.2 
 
1.3 

Outcomes: The results you aim to accomplish; what you want to 

achieve; must be measurable 
 
1.1 
 
1.2 
 
1.3 

% of time spent 

weekly & strategy 

for work time 

allocation: How will 

you manage your time 

and work to create time 

to work on this goal. 
 

1.1 

 

1.2  

 

Progress Notes: 
Please include information that indicates updates, progress, challenges, needs, etc. It is important to indicate if you are on track according to your timeline and action plan; are 
you delayed or paused, or at a complete stop and why.  

 

June 30 quarterly check-in 
 
 

September 30 quarterly check-in 
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January 2 quarterly check-in 

 
 

 
 

Essential Function #2 (from Position Description):  

 

Performance Goal:  

 

Action Plan: How you will accomplish the work in the smart goal 

 
1.1 
 
1.2 
 
1.3 

Outcomes: The results you aim to accomplish; what you want to 

achieve; must be measurable 
 
1.1 
 
1.2 
 
1.3 

% of time spent 

weekly & strategy 

for work time 

allocation: How will 

you manage your time 

and work to create time 

to work on this goal. 
 

1.1 

 

1.2  

Progress Notes: 
Please include information that indicates updates, progress, challenges, needs, etc. It is important to indicate if you are on track according to your timeline and action plan; are 
you delayed or paused, or at a complete stop and why.  

 

June 30 quarterly check-in 
 
 

September 30 quarterly check-in 

 
January 2 quarterly check-in 
 
 

 
 

Essential Function #2 (from Position Description): 
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Performance Goal 

 

Action Plan: How you will accomplish the work in the smart goal 

 
1.1 
 
1.2 
 
1.3 

Outcomes: The results you aim to accomplish; what you want to 

achieve; must be measurable 
 
1.1 
 
1.2 
 
1.3 

% of time spent 

weekly & strategy 

for work time 

allocation: How will 

you manage your time 

and work to create time 

to work on this goal. 
 

1.1 

 

1.2  

Progress Notes: 
Please include information that indicates updates, progress, challenges, needs, etc. It is important to indicate if you are on track according to your timeline and action plan; are 
you delayed or paused, or at a complete stop and why.  

 

June 30 quarterly check-in 
 
 

September 30 quarterly check-in 
 
 

January 2 quarterly check-in 
 
 

 
 
 

Essential Function #4 (from Position Description):  

 

Performance Goal 

 

Action Plan: How you will accomplish the work in the smart goal 

 
1.1 
 
1.2 

Outcomes: The results you aim to accomplish; what you want to 

achieve; must be measurable 
 
1.1 
 

% of time spent 

weekly & strategy 

for work time 

allocation: How will 
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1.3 

1.2 
 
1.3 

you manage your time 

and work to create time 

to work on this goal. 
 

1.1 

 

1.2  

Progress Notes: 
Please include information that indicates updates, progress, challenges, needs, etc. It is important to indicate if you are on track according to your timeline and action plan; are 
you delayed or paused, or at a complete stop and why.  

 

June 30 quarterly check-in 
 
 

September 30 quarterly check-in 
 
 

January 2 quarterly check-in 
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Essential Function #5 (from Position Description):  

 

Performance Goal 

 

Action Plan: How you will accomplish the work in the smart goal 

 
1.1 
 
1.2 
 
1.3 

Outcomes: The results you aim to accomplish; what you want to 

achieve; must be measurable 
 
1.1 
 
1.2 
 
1.3 

% of time spent 

weekly & strategy 

for work time 

allocation: How will 

you manage your time 

and work to create time 

to work on this goal. 
 

1.1 

 

1.2  

Progress Notes: 
Please include information that indicates updates, progress, challenges, needs, etc. It is important to indicate if you are on track according to your timeline and action plan; are 
you delayed or paused, or at a complete stop and why.  

 

June 30 quarterly check-in 
 
 

September 30 quarterly check-in 
 
 

January 2 quarterly check-in 
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PROFESSIONAL DEVELOPMENT GOALS 
At least one professional development goal is to be focused on professional competency development.  Please reference the 
ACPA/NASPA competencies list, description and levels.  Additionally, there is the ACPA/NASPA Professional Competencies Rubric 
to determine level and development.  If your area has a set of association competencies, those can be a focus for goal #2.  

• https://www.naspa.org/images/uploads/main/ACPA_NASPA_Professional_Competencies_FINAL.pdf  

• https://www.naspa.org/images/uploads/main/ACPA_NASPA_Professional_Competency_Rubrics_Full.pdf 
 

The other professional development goals can be focused on competency development, or another area of focus for the staff 
members.   

 
 

Professional Development Goal #1:  ACPA/NASPA Competency/Level development 
❑ Foundational         
❑ Intermediate 

❑ Advanced            

Action Plan: How you will accomplish this professional 

development goal 
 
 
 
 

Outcomes: The results you aim to accomplish; what you want 

to achieve; must be measurable 
  

% of Time: Estimate 

of amount of time to be 
allocated to this 
objective 
 
 

Progress Notes: Please include information that indicates updates, progress, challenges, needs, etc. It is important to indicate if you are on track according to your 

timeline and action plan; are you delayed or paused, or at a complete stop and why.  

 

June 30 quarterly check-in 
 
 

September 30 quarterly check-in 
 
 

January 2 quarterly check-in 
 
 

 

https://www.naspa.org/images/uploads/main/ACPA_NASPA_Professional_Competencies_FINAL.pdf
https://www.naspa.org/images/uploads/main/ACPA_NASPA_Professional_Competency_Rubrics_Full.pdf
https://www.naspa.org/images/uploads/main/ACPA_NASPA_Professional_Competencies_FINAL.pdf
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Professional Development Goal #2  
 

Actions: How you will accomplish this professional development 

goal 
 
 

 
 

Outcomes: The results you aim to accomplish; what you want 

to achieve; must be measurable 
 

% of Time: Estimate 

of amount of time to be 
allocated to this 
objective 
 
 

Progress Notes: Please include information that indicates updates, progress, challenges, needs, etc. It is important to indicate if you are on track according to your 

timeline and  action plan; are you delayed or paused, or at a complete stop and why.  

 

June 31 quarterly check-in 
 
 

September 31 quarterly check-in 
 
 

January 2 quarterly check-in 
 
 

 
 

Professional Development Goal #3  
 

Actions: How you will accomplish this professional development 

goal 
 

Outcomes: The results you aim to accomplish; what you want 

to achieve; must be measurable 

% of Time: Estimate 

of amount of time to be 
allocated to this 
objective 
 
 

Progress Notes: Please include information that indicates updates, progress, challenges, needs, etc. It is important to indicate if you are on track according to your 

timeline and action plan; are you delayed or paused, or at a complete stop and why.  

 

June 30 quarterly check-in 
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September 30 quarterly check-in 
 
 

January 2 quarterly check-in 
 
 

 
 
 
Supervisor Signature: _________________________________________________________________Date: _________________ 
 
Employee Signature: __________________________________________________________________Date: _________________ 
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Professional Development/Performance Management Resource Guide 

 

Review the list below and utilize it as a potential resource when considering ideas for your professional staff development plans. 

 
 □ Assessment □ Building Employee Fulfillment □ Collaboration 

□ Program Planning □ Conducting Meetings □ Conflict Resolution 

□ Advising Students □ Creativity □ Curriculum Development 

□ Crisis Management □ Customer Service □ Decision Making 

□ Delegation □ Developing Vision □ Effective Supervision 

□ Ethics and Integrity □ External/Media Relations □ Faculty/Staff Teams 

□ Budget Management □ Fundraising □ Getting Organized 

□ Goal Setting □ Grant Writing □ Key HR Policies 

□ Leading Change □ Program Evaluation □ Leadership 

□ Listening Skills □ Legal Issues in Student Affairs □ Managing Ambiguity 

□ Managing Differences □ Multicultural Competencies □ Oral Communication 

□ Pedagogy □ Performance Evaluation □ Problem Solving 

□ Progressive Discipline □ Professional Writing □ Public Speaking 

□ Relating to Students □ Research Techniques □ Strategic Planning 

□ Team Building □ Technology □ Time Management 

□ University Policies □ Professional Certifications □ Professional Licensure  

□   Collaborating with       
academic units 

□ Learning and Developmental 
Theories 

□ Collaborating with Instructional 
Faculty 

□ Other ______________  □ Other______________ □ Other______________ 


