
	Record of Annual Leadership Development Activities 

	 

	Please use this to form to record your activities in support of the DLA 20-hour annual leadership development requirement.  Provide your completed information to your Forward Presence Representative for input to your LMS records.  If necessary, you may adjust this format to record your data.

	  

	Name
	 

	Organization
	 

	 

	For each data entry below, record the number of hours & the date completed. Please have your supervisor sign this form to verify completion.



	Activity
	Hours 
Per Item
	Max Hrs Annually
	# of Hours
	Date
	Supervisor Signature

	Being a Mentor
	1:1 hr increments
	10
	 
	 
	 

	
	
	
	 
	 
	 

	
	
	
	 
	 
	 

	Receiving Mentoring
	1:1 hr increments
	10
	 
	 
	 

	
	
	
	 
	 
	 

	
	
	
	 
	 
	 

	Receiving                                                                               Professional Coaching
	1:1 hr increments
	10
	 
	 
	 

	
	
	
	 
	 
	 

	
	
	
	 
	 
	 

	Giving Presentations
	2 hours per each presentation hour
	20
	 
	 
	 

	
	
	
	 
	 
	 

	
	
	
	 
	 
	 

	Experiential Assignment
	1:1 hr increments
	no limit
	 
	 
	 

	
	
	
	 
	 
	 

	
	
	
	 
	 
	 

	Rotational Assignment
	1:1 hr increments
	no limit
	 
	 
	 

	
	
	
	 
	 
	 

	Special Project Team Leader/Team Member
	1:1 hr increments
	15
	 
	 
	 

	
	
	
	 
	 
	 

	Holding a Leadership Position in a Private Group - Homeowners Association, Toastmasters, etc.
	1:1 hr increments
	10
	 
	 
	 

	
	
	
	 
	 
	 

	Article Published
	2 hr per article
	10
	 
	 
	 

	
	
	
	 
	 
	 


	Activity
	Hours
 Per Item
	Max Hrs Annually
	# of 
Hours
	Date
	Supervisor Signature

	On-Line Course
	1:1 hrs per course hours cited 
	no limit
	 
	 
	 

	
	
	
	 
	 
	 

	
	
	
	 
	 
	 

	
	
	
	 
	 
	 

	
	
	
	 
	 
	 

	
	
	
	 
	 
	 

	Academic Course
	10 hr per sem/qtr hr, 10 hr per CEU
	no limit
	 
	 
	 

	
	
	
	 
	 
	 

	Training Course
	1:1 hr increments
	10
	 
	 
	 

	
	
	
	 
	 
	 

	Conference, Workshop
	1 hr per day
	10
	 
	 
	 

	
	
	
	 
	 
	 

	Books
	1 hr per book
	15
	 
	 
	 

	
	
	
	 
	 
	 

	
	
	
	 
	 
	 

	
	
	
	
	
	


	Total (20 hours minimum)
	  

	  

	Note - the 20 hours annual leadership development requirement is for all DLA supervisors and managers.                                                        This does not include those undergoing Level 3, the 2-year DLA Course for New Supervisors.


	SUPERVISOR SIGNATURE:  

Your signature below represents your certification of the accuracy of all information recorded in the checklist above.  

	Name:
	Date:


	MANAGER SIGNATURE:  

Your signature below represents your certification of the accuracy of all information recorded in the checklist above.

	Name:
	Date:


Guidelines for Crediting Learning Activities
There are many approaches to achieving your Continuous Learning Requirement.  While it is not feasible to address every situation, the following general guidelines will apply.  Unique situations not listed below need to be resolved between the supervisor and his/her manager or rating official.

	Creditable Learning Activity and Definitions

	Feedback and Relationship Building

	Serve as a mentor or be mentored by another employee; participate in a peer coaching group
	Mentoring is a developmental partnership through which one person shares knowledge, skills, information and perspective to foster the personal and professional growth of someone else. 

	Obtain professional coaching.
	Working in partnership with a professional, certified coach to provide structure, guidance and support to:  take a complete look at their current state, including their assumptions and perceptions about their work, themselves and others; set relevant and realistic goals for themselves, based on their own nature and needs; take relevant and realistic actions toward reaching their goals; and learn by continuing to reflect on their actions and sharing feedback with others along the way.

	Experience

	On the job experiential assignment
	Developmental experience gained while on the same job.

	Rotational Assignment
	A temporary assignment aimed at providing flexible cross training, leadership development, and knowledge sharing opportunities for employees.  Opportunities may include: 1) Skill development opportunities that tend to be lateral opportunities to broaden knowledge base and skills, and/or 2) leadership development opportunities that tend to be opportunities with increased management responsibilities or broader responsibilities to gain higher level experience.

	Special project leader or team member
	Serving on a special or ad-hoc team given a special project assignment.

	Holding a Leadership Position in a Private Group
	Officer on a DLA group or a private group (e.g. - supervisor council, toastmasters, parent-teachers association, home owners association, etc.  

	Teach, lecture, present at a conference/workshop
	Note – this is not a routine briefing or presentation.

	Article/essay published
	Publishing an article in a professional newsletter, magazine, journal, etc.

	Training

	Academic courses
	Courses taken at accredited institutions linked to leadership competencies

	Training courses
	Classroom training linked to leadership competencies

	On-Line courses
	Computer based courses from SkillSoft, Defense Acquisition University, etc., that are linked to leadership competencies.

	Symposia/Workshop/Conference Attendance
	Linked to leadership competencies.

	Reading or listening to books
	Linked to leadership competencies.


Please note that awarding continuous learning hours for attendance at or participation in activities such as routine, work-related briefings, meetings, working grouts, etc., which are in conjunctions with the performance of daily duties, is not acceptable.  The learning activities must be directly related to the enhancement of leadership competencies which are over and above those acquired in day-to-day work.
1

