
Personal Annual Competency Evaluation Plan Template

Each licensed professional’s practice is unique, and therefore Personal Annual Competency Evaluation (PACE) plans will vary. You may use this template to create your PACE plan as required in the Continuing Professional Development practice standard. This template does not replace the practice standard. Refer to the Personal Annual Competency Evaluation practice guideline for more information.

Personal Information
Refer to Section 3.1 of the Personal Annual Competency Evaluation practice guideline.
	Licensed professional
	
Last name
	
First name

	
	
APEGA ID
	
Designation

	Contact
information
	
Email
	
Telephone



Description of Area(s) of Practice
Refer to Section 3.2 of the Personal Annual Competency Evaluation practice guideline.
	Continuing professional development period
	
From (DD-MMM-YYYY)
	
To (DD-MMM-YYYY)

	Job title
	

	Employer
	

	Industry of practice
	

	Current area(s) of practice (job duties and responsibilities) (REQUIRED)
	

	Future area(s) of practice, if applicable (job duties, responsibilities, and industry of practice)
	



Completed Competence Evaluation
Refer to Section 3.3 of the Personal Annual Competency Evaluation practice guideline.
	Awareness of risk factors associated with my practice

	How many years of professional-level experience do I have in my current area of practice?
☐  Less than 5 years of professional-level experience in my current area of practice
☐  5 to 10 years of professional-level experience in my current area of practice
☐  10 or more years of professional-level experience in my current area of practice

	Have I recently been away from practice for an extended period of time?
	☐  Yes        ☐  No

	Is my workload affecting my ability to complete my work with a sufficient level of accuracy and quality assurance?
	☐  Yes        ☐  No


	What is my level of skill and knowledge relative to the work I do?
☐  I am developing and expanding my current skills and knowledge in the work I am doing.
☐  My skills and knowledge are sufficient or greater than necessary for the work I do.

	Is my area of practice changing or expanding?
☐  No, the work I regularly do is similar to the work I have done before.
☐  Yes, I am applying my skills and knowledge to new areas.

	Do I work with other licensed professionals in my area of practice or do I work alone?
☐  I work with several other licensed professionals in my area of practice.
☐  I work with a few other licensed professionals in my area of practice. 
☐  I work primarily alone.

	How often is my work checked by others (e.g., peer or mentor review or formal review process)? 
☐  My work is frequently checked by others.
☐  My work is occasionally checked by others.
☐  My work is never checked by others.

	Who or what would be affected by an error or failure in my work (e.g., people, property, environment)?
Describe:

	How would an error or failure in my work affect the people or things identified above 
(e.g., injury, damage, financial loss, environmental contamination)?
Describe:

	How serious would the effects be (e.g., minor, moderate, major, catastrophic)?
Describe:

	What are the most significant risks related to my practice?
Describe:



	Evaluation of competence in the technical category

	What is the level of my technical skills and knowledge in my current area of practice? 
☐  High          ☐  Medium           ☐  Low 

	Could any of my technical skills or knowledge use refreshing or upgrading?
Describe: 
	☐  Yes        ☐  No


	Are there any new technical skills or knowledge I would like to gain in my area of practice?
Describe:
	☐  Yes        ☐  No


	Have there been recent technological changes or advances in my area of practice (e.g., technology, materials, machines)?
Describe: 
	☐  Yes        ☐  No

	Would it benefit my practice to improve my knowledge in any of the following areas?

	· Information technology (e.g., software, hardware systems)	☐  Yes        ☐  No
· Technological advancements (e.g., materials, tools)	☐  Yes        ☐  No
· Technical codes and standards	☐  Yes        ☐  No
· Technical risk identification and management	☐  Yes        ☐  No
· Other _________________________________	☐  Yes        ☐  No

	Am I planning on transitioning into new areas of practice in the future that will require additional technical skills? 
	☐  Yes        ☐  No



	Evaluation of competence in the regulatory category

	Do I work for a permit holder? 
	☐  Yes        ☐  No

	If yes, am I familiar with our Professional Practice Management Plan?
	☐  Yes        ☐  No

	Am I familiar with the Engineering and Geoscience Professions Act and General Regulation in Alberta?
	☐  Yes        ☐  No


	Am I familiar with APEGA practice standards, bulletins, guidelines, and joint publications?
	☐  Yes        ☐  No

	Would it benefit my practice to improve my knowledge of any codes, standards, or regulations in my area of practice? 
For example:

	· Environmental regulations or standards	☐  Yes        ☐  No
· Sustainability principles	☐  Yes        ☐  No
· Health and safety	☐  Yes        ☐  No
· Privacy protection	☐  Yes        ☐  No
· Quality assurance or quality control	☐  Yes        ☐  No
· Risk identification and management	☐  Yes        ☐  No
· Liability management	☐  Yes        ☐  No
· Other _________________________________	☐  Yes        ☐  No

	Have there been recent regulatory changes in my area of practice?
If yes, explain:
	☐  Yes        ☐  No




	Evaluation of competence in the ethical practice category

	Am I familiar with the Code of Ethics in the General Regulation?
	☐  Yes        ☐  No

	Would it benefit my practice to improve my knowledge in any of the following areas? 

	· Identifying and resolving ethical issues and problems	☐  Yes        ☐  No
· Conflict of interest identification and management	☐  Yes        ☐  No
· Dealing with situations when professional decisions or 
judgements are overruled	☐  Yes        ☐  No
· Whistleblower obligations, rights, and protections	☐  Yes        ☐  No
· Reconciliation with Indigenous Peoples	☐  Yes        ☐  No
· Equity, diversity, and inclusion	☐  Yes        ☐  No
· Confidentiality and protection of personal information legislation	☐  Yes        ☐  No
· Professional communication on public platforms (e.g., news 
and social media)	☐  Yes        ☐  No
· Other ___________________________	☐  Yes        ☐  No

	Have there been recent changes in societal expectations or ethical considerations related to my area of practice?
If yes, explain:
	☐  Yes        ☐  No




	Evaluation of competence in the communication, management, and leadership category

	Do I supervise or manage others as part of my professional practice?
	☐  Yes        ☐  No

	What is my communication skill level relative to the needs of my role?
☐ High           ☐ Medium           ☐ Low 

	What is my management skill level relative to the needs of my role?
☐ High           ☐ Medium           ☐ Low

	What is my leadership skill level relative to the needs of my role?
☐ High           ☐ Medium           ☐ Low 

	Would it benefit my practice to improve my skills and knowledge in any of the following areas?

	· Conflict resolution	☐  Yes        ☐  No
· Critical thinking	☐  Yes        ☐  No
· Communications	☐  Yes        ☐  No
· Technical writing	☐  Yes        ☐  No
· Presentation skills	☐  Yes        ☐  No
· Information management	☐  Yes        ☐  No
· Time management	☐  Yes        ☐  No
· Client management	☐  Yes        ☐  No
· Stakeholder engagement and communication	☐  Yes        ☐  No
· Mentorship	☐  Yes        ☐  No
· Team management	☐  Yes        ☐  No
· Project management	☐  Yes        ☐  No
· Business management	☐  Yes        ☐  No
· Contract administration	☐  Yes        ☐  No
· Financial management or budgeting	☐  Yes        ☐  No
· Liability management	☐  Yes        ☐  No
· Other _________________________________	☐  Yes        ☐  No

	Am I planning on transitioning into a new role or level of leadership?

If yes, what additional communication, management, and leaderships skills do I need to support this?
Explain:
	☐  Yes        ☐  No




Identification of Skills and Knowledge (REQUIRED)
Refer to Section 3.4 of the Personal Annual Competency Evaluation practice guideline.
	Technical

	Describe:

	Regulatory

	Describe:

	Ethical practice

	Describe:

	Communication, leadership, and management

	Describe:
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Completed Continuing Professional Development (CPD) Activities
Refer to Section 3.5 of the Personal Annual Competency Evaluation practice guideline.
	Activity title or description 
(REQUIRED)
	Activity date
	Activity duration (days or hours)
	Organizer or provider
	CPD activity category*
	Written explanation (How does this activity contribute to my competence?) (REQUIRED)

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	*Technical; regulatory; ethical practice; or communication, leadership, and management
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Peer Input and Review
Refer to Section 3.6 of the Personal Annual Competency Evaluation practice guideline.
Although it is not a requirement, APEGA recommends that licensed professionals review their Personal Annual Competency Evaluation plan with another licensed professional, such as a Responsible Member, supervisor, peer, or mentor.
	Peer reviewer
	
Name
	
Title

	
	
APEGA ID
	
Designation

	Position and professional relationship (e.g., manager, supervisor, mentor, peer): 


	Peer reviewer’s comments: 


	Date (DD-MMM-YYYY): 



Personal Annual Competency Evaluation Plan Sign-Off
Refer to Section 3.7 of the Personal Annual Competency Evaluation practice guideline.
It is recommended that once all completed continuing professional development (CPD) activities have been recorded, licensed professionals sign and date their Personal Annual Competency Evaluation plan by their CPD due date.
	Signature
	

	Name
	

	Date (DD-MMM-YYYY)
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