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TSA Career Plan
	Employee’s Name:
	     
	Position Title: 
	     
	Pay Band:
	 
	     
	Duty Station

	Supervisor’s Name:
	
	Position Title:
	     
	Pay Band:
	 
	
	     

	

	Competency (Skill Area) to be Developed
	Desired Outcome(s)
	Developmental  Activities
	Date Approved
	Date & Reason for Revision
	Date Completed
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	PASS EMPLOYEES ONLY
Number of bonus percentage points earned during the PASS cycle

	

	
	Approval / Employee’s Signature & Date


	
	Mid-year Review / Employee’s Initials & Date


	
	End-of-Year Review / Employee’s Initials & Date

	
	
	

	
	
	
	
	
	
	
	
	

	
	Approval / Supervisor’s Signature & Date

                               
	
	Mid-year Review / Supervisor’s Initials & Date


	
	End-of-Year Review / Supervisor’s Initials & Date


	
	Supervisor’s Signature & Date
	


Instructions for Completing the TSA Career Plan 

 Visit the TSA Career Toolbox for additional information about TSA position descriptions, competencies, developmental activities and other tools and resources to help you plan your career and prepare a TSA Career Plan.

Competency (Skill Area) to be Developed:  What competencies (skill areas) would you like to work on to strengthen performance in your current position or to help you prepare for desired collateral duties or another TSA position?  A typical TSA Career Plan includes 1 to 3 competencies where career growth is desired.  Lists of TSA competencies and related developmental activities are available in the TSA Career Toolbox that can be accessed from the “Employee Services” page of the TSA Intranet or from www.tsa.gov by going to “Join Us”, then “Benefits”.  The Career Toolbox is on the Benefits page.
Desired Outcome(s):  What behavior change or goal do you hope to accomplish by completing a developmental activity or activities related to this competency?  
Development Activities:  What specific learning activities will help you meet your desired outcome? 

    
(Note:  The TSA Career Toolbox has a Competency Development link with Online Learning Center (OLC) courses and developmental activities arranged by competency. The TSA Career Planning Guide also has a link to a list of developmental activities. The actual developmental activities that you decide to list on your TSA Career Plan will be specific to your unique situation. Developmental activities that are already approved in your OLC Development Plan do not need to be replicated on this form unless you are completing the activity for a bonus point in the Performance Accountability and Standards System (PASS) for TSA’s Transportation Security Officer Workforce.   All requests for professional development funds (where applicable) including estimated cost of the training should be discussed with your supervisor and documented on this form in the Developmental Activities section. 
Date Approved:  List the date that each developmental activity on your TSA Career Plan is approved by your Supervisor.
Date & Reason for Revision:  Document any changes that need to be made to your original TSA Career Plan.  For example, if one of the developmental activities you originally listed can not be accomplished, you may want to substitute an alternate activity.
Date Completed:  As each activity is completed, list the completion date on your TSA Career Plan.
Signatures:  Employee signature indicates that the TSA Career Plan has been discussed with the supervisor. Supervisor signature indicates that the TSA Career Plan has been discussed with the employee and that the desired outcomes and developmental activities are consistent with TSA’s mission and goals.  Review dates and the initials of employee and supervisor are recorded each time a progress review session is held.  The supervisors or employee may also decide to schedule additional meetings during the year to discuss progress with achieving TSA Career Plan developmental objectives.  The employee keeps the original form and provides a copy for the supervisor. An additional copy is provided to the Training Coordinator or training POC in units where this is required. 
*Bonus Percentage Points:  Employees covered by the Performance Accountability and Standards System (PASS) who have achieved an annual performance rating of Achieves Standards or higher are eligible to voluntarily create a TSA Career Plan prior to the end of the first quarter of the start of the new annual performance cycle. PASS covered employees who have voluntarily created a TSA Career Plan and have completed, or made substantial progress toward completion, of the development tasks contained in their TSA Career Plan are eligible to earn up to three bonus percentage points on their Annual Performance Review.  At the end of the performance cycle, the supervisor puts a check mark (( ) next to next to the 1-3 developmental activities where the employee earned bonus percentage points. The supervisor records the number of bonus percentage points earned at the bottom of the TSA Career Plan Form.  PASS covered employees who voluntarily choose not to create a TSA Career Plan prior to the end of the first quarter of the start of the new annual performance cycle are not eligible to earn TSA Career Plan bonus percentage points for that annual performance period.

The TSA Career Plan will not be used as a means to formally assess the individual’s performance and will not be used for human capital decisions (e.g., promotion).  It does not replace the performance evaluation system to determine competency level, within- band increases, promotions, awards, etc.   The purpose of the TSA Career Plan is  professional growth, not appraisal.
*Bonus points only apply to employees covered by PASS.

Sample Competencies, Outcomes and Developmental Activities 

	Competency (Skill Area) to be Developed
	Desired Outcome(s)
	Developmental Activities

	1) Oral Communication

	Demonstrate improved confidence in speaking in front of groups.


	Volunteer to lead two meetings and ask for feedback after each meeting.

	
	
	

	
	Deliver more interesting and effective presentations.
	Complete the OLC Course “Effective Presentations,” and incorporate tips from the course into my next presentation.

	
	
	

	2) Customer Service / Interpersonal Skills
	Demonstrate more patience when handling difficult customer situations.
	Observe how a colleague with strong customer service skills handles difficult situations and apply what I have learned.  

	
	
	Discuss the specific changes that I have made in customer service with my supervisor.

	
	
	

	
	
	

	3) Teambuilding
	Improve my ability to give effective and constructive feedback.
	Work with a mentor or supervisor to role play difficult feedback situations before speaking with the employee. 

	
	
	Read the book Giving and Receiving Feedback and discuss what I have learned with my supervisor.
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