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	Overview

	Per ACPE CPE Policies and Procedures, Section V, Policy 1.0, the CPE Administrator and, where utilized, other professional staff should maintain and enhance their professional development by seeking to improve knowledge, skills and experience in the responsibilities related to competency areas for CE professionals. 

Administrators and other professional CE staff are to conduct an annual self-assessment of competencies to identify areas for continued development and growth. Professional development activities will be documented by administrators and other professional CE staff, noting competency areas addressed. Administrators will submit their self-assessment worksheets and activity logs as part of Comprehensive Review and/or ongoing monitoring of the CPE Program when requested. The following worksheet activities were designed to expose CPE administrators and staff to tenants of CPD: 1) Reflect and 2) Plan. Additionally, this worksheet can be used to complete the CPD Workbook for CE Administrators, which should be used to document and submit CPD activities throughout the year. 

	Instructions

	· The worksheet is comprised of three sections: 1) Initial Reflection, 2) CPE Professional Competency Self-Assessment, 3) Organizational and Competency Development Planning. 
· These activities were designed to help initiate, plan, and record your own CPD. Importantly, this documentation (in addition to other CPD activities completed throughout the year) can be submitted to fulfill Policy 1.0 requirements. 



Part 1: Initial Reflection 
	Using the following prompts, reflect on the following prompts in the space provided:
1) Goals and ongoing initiatives for your CE program during the upcoming year. 
2) Personal and professional goals for the upcoming year.

	












Part 2: CPE Professional Competency Self-Assessment 
	CPE Professional Self-Assessment Worksheet

	Using the behaviors outlined in the National Learning Competencies, please conduct a self-assessment of the competency areas listed below by selecting the response which reflects your current learning needs. For each competency, use the drop-down choice selection to select one of three ratings.

Ratings:

I: I would benefit from further education and/or training in this area to improve my knowledge.
 
II: I have above-average foundational knowledge in this area but would benefit from specific and/or detailed training. 

III: I have expertise in the knowledge and skills required in this area and have no further learning needs.  

	1. Using Adult and Organizational Learning Principles
Use evidenced-based adult and organizational learning principles to improve the performance of healthcare professionals, the healthcare team and the organizations in which they work, in order to improve patient outcomes.

	Competency 1.1 
Apply adult learning principles in CE activities/interventions and overall program planning.
	Select a rating
	Competency 1.2 
Apply organizational learning principles in CE activities/interventions and overall program planning.
	Select a rating
	2. Designing Educational Interventions
Implement and improve independent, fair, balanced, and evidenced-based educational interventions that produce expected results for learners and the organizations in which they work.

	Competency 2.1 
Implement CE activities/interventions to address healthcare professionals’ practice gaps and underlying learning needs.
	Select a rating
	Competency 2.2 
Develop CE activities/interventions with content that is valid, independent from the influence of commercial interests, balanced, and evidence-based.
	Select a rating
	3. Measuring the Performance of CE Activities and the Overall CE Program
Use data to evaluate the effectiveness of CE activities/interventions and the impact of the overall CE program.

	Competency 3.1
Use evaluation and outcomes data to assess and determine: 1) educational outcomes/results of the CE activities/interventions on participants' attitudes, knowledge levels, skills, performance and/or patient outcomes, 2) unmet learning needs, and 3) quality and success of CE activities/interventions. 
	Select a rating
	Competency 3.2 Use evaluation and outcomes data to evaluate the impact of the overall CE program and its effectiveness in meeting the CE mission and relevant organizational goals.
	Select a rating
	4. Collaborating and Partnering with Stakeholders
Collaborate and partner with stakeholders to help meet the CE mission.

	Competency 4.1 
Collaborate with internal stakeholder groups that can help maximize the impact of CE activities/interventions and meet the CE mission.
	Select a rating
	Competency 4.2 
Collaborate with external stakeholder groups and key partners that can help maximize the impact of CE activities/interventions and meet the CE mission.
	Select a rating
	5. Manage and Administer the CE Program 
Manage and administer the CE office operations to meet personnel, financial, legal, logistical, accreditation, CE credit, and/or regulatory standards.

	Competency 5.1 
Execute CE activities and the CE program following sound and applicable business policies and practices.
	Select a rating
	Competency 5.2 
Execute CE activities and the overall CE program in compliance with applicable accreditation and/or regulatory policies and requirements.
	Select a rating
	Competency 5.3 
Utilize effective management and communication skills when working with organizational leaders, staff, volunteers, peers, and learners.
	Select a rating
	6. Lead the CE Program
Provide Leadership for the CE Program.

	Competency 6.1 
Conduct all affairs with high standards of professionalism and ethics.
	Select a rating
	Competency 6.2 
Model and inspire a vision of present value and future direction for CE – externally and internally.
	Select a rating
	Competency 6.3 
Develop and model a learning organization.
	Select a rating
	Competency 6.4 
Advocate for the CE program, its mission, activities, staff and volunteers.
	Select a rating
	7. Engage in Self-Assessment and Lifelong Learning
Continually assess individual performance and CE program impact and make improvements through relevant learning experiences.

	Competency 7.1
Engage in assessments and professional development to help identify and then close one’s own knowledge, competence, and performance gaps.
	Select a rating
	Competency 7.2 
Engage in assessments and professional development to help maintain and/or improve the performance of the CE program. 
	Select a rating
	Competency 7.3 
Actively participate in the profession of CE in order to model lifelong learning.
	Select a rating
	8. Engaging in Systems Thinking in CE
Approach the practice of CE from a system-thinking perspective, recognizing that a team of healthcare professionals that are part of a complex healthcare system delivers patient care.

	Competency 8.1
Integrate into the design and assessment of education activities/interventions a systems-based approach to identifying and closing gaps in healthcare. 
	Select a rating


Part 3: Organizational and Competency Development Planning 
	Based on your initial reflection and competency self-assessment, identify 1-2 competencies or areas where you would like to develop your skills, abilities, and knowledge in the coming year. For each area or competency, consider the following:
1) What is/are your goal(s) for development? (SMART Goals)
2) How do you plan to develop in these areas? (i.e., conferences, workshops, self-study)
3) How might your CPD goals/plan impact your CE program? 
4) How might your CPD plan/goals impact you as a CE program administrator?

	Area/Competency #1

	









	Area/Competency #2

	












Part 4: Documentation of CPD Activities 
	In the following table, document the specific activities you participated in that contributed to your own professional development. Document which goal and competency area each activity is aligned with. 

	Date
	CPD Activity 
	Goal and Competency Area 

	EXAMPLE

6-27-2023
	
CPE Administrator Workshop
	
Competency 5: Manage and Administer the CE Program 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Part 5: Final Reflection 
	Reflection can serve as a reminder of your learning and development over time as well as aid in informing subsequent goals and opportunities for continuing professional development. 

DATE: ____/______/________


	      In the space below, assess the effectiveness and outcomes of your professional development over the course of the year, giving consideration to the competencies you identified for development. Reflect upon not only your CPD successes but also barriers and challenges that may have limited or prevented achievement of goals/objectives, attainment of learning, and/or implementation of learning into practice.   
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