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ABCFP Self-Assessment Guide



Introduction

Self-assessment is the first element in the Association of BC Forest Professionals” Continuing Competency
program, created as a result of Bylaw 13. Once completed, the results of the self-assessment should be a
valuable tool to ensure you meet our obligations under the ABCFP Code of Ethics (Bylaw 11) and Standards of
Professional Practice (Bylaw 12). Both documents can be found on the ABCFP website (www.abcfp.ca).

This self-assessment guide is intended to clarify what is required in each section of the self-assessment
process. This guide provides instructions on how to complete your Professional Practice Questionnaire, Self-
Assessment Form, prepare a Professional Development Plan and submit your Self-Assessment Declaration. A
number of tools are also available on the Professional Development Program and Self-Assessment pages of the
website (www.abcfp.ca) to help you complete your self-assessment.

Participation

Flow Chart
The participation flow chart below provides a brief outline on who is required to participate in the self-
assessment process and what is required from them.

Start Here: Are you a(n) associate member, registered member,
conditional registered member, member with a special permit for NO
transferring professional foresters or have a limited license granted with a
permit term of three years or more?

You are not required to complete a Self-Assesment.

YES

| You must complete a Professional Practise Questionnaire.

CONTINUE

| answered “yes” to at least one of the questions on the Professional

NO i i - i
Practise Questionnaire. You must submit a Declaration of Non-Practise.

YES

| You must complete a Self-Assesment Form. |

CONTINUE

| You must complete a Professional Development Plan. |

CONTINUE

You must submit a Self-Assesment Declaration.
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Who Must Participate
All associate members, registered members, conditional registered members, members with special permits for
transferring professional foresters and limited licenses granted with a permit term of three years or more must
complete a Professional Practice Questionnaire within one year after they become registered or receive their
permit or limited license.

If you answer “no” to all questions on the Professional Practise Questionnaire, you must submit a
Declaration of Non-Practise. You are not required to complete a Self-Assessment Form and Professional
Development Plan and do not submit a Self-Assessment Declaration.

By submitting a Declaration of Non-Practise, you agree with the following statement:

I do not practise professional forestry and am not required to complete a self-assessment. I acknowledge that the
association may contact me to verify that I do not practise professional forestry and realize that a false declaration is in
contravention of Bylaw 11.4.4 and may cause a discipline investigation. I understand that I must retain the completed
Professional Practice Questionnaire in my files.

If you answer “yes” to at least one question on the Professional Practise Questionnaire, you must complete
the Self-Assessment Form, Professional Development Plan and submit a Self-Assessment Declaration.

By submitting a Self-Assessment Declaration, you agree with the following statement:

I have reviewed my practice as a member of the Association of BC Forest Professionals and documented this in the Self-
Assessment Form. I have created a Professional Development Plan to address the continuing development objectives I
have identified and I will work toward achieving them. I understand that I must retain the completed Professional Practice
Questionnaire ,Self-Assessment Form and Professional Development Plan in my files. I acknowledge that declaring that

I have completed the Self-Assessment Form and Professional Development Plan when I have not is in direct violation of
Bylaw 11.4.4. Should the association become aware of such a violation, there will be no choice but to forward information
to the registrar for investigation. This could form the basis for a complaint against me.

Confidentiality: Submission to the ABCFP Not Required

The association respects the confidentiality of its members by not requiring the Professional Practice
Questionnaire, Self-Assessment Form and Professional Development Plan to be submitted. But the ABCFP
holds a duty to the public to ensure its practising members are maintaining competency in their area(s) of
practice; hence, self-assessment completion for members practising professional forestry must be declared.
However, the self-assessment documents will also be useful while carrying out a Voluntary Peer Review
and self-assessment documents will be examined if a members is randomly chosen for a Mandatory Practice
Review.

Retaining Documents

Members are required to retain their completed Professional Practise Questionnaire, Self-Assessment Form
and Professional Development Plan for a period of six (6) years.
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Components of the Self-Assessment Process

Professional Practise Questionnaire
The nine questions in the Professional Practice Questionnaire will help you to assess whether you are
practising professional forestry.

If you answer “yes” to at least one question on this questionnaire, you must complete the Self-Assessment
Form, Professional Development Plan and submit a Self-Assessment Declaration.

If you answer “no” to all questions on this questionnaire, you must submit a Declaration of Non-Practise. You
are not required to complete a Self-Assessment Form and Professional Development Plan and will not submit
a Self-Assessment Declaration.

If required to complete a Declaration of Non-Practise, it is due by December 1%, which is also the due date
for ABCFP membership renewals. If your Declaration of Non-Practise is not received in the ABCFP offices by
December 1%, you will be subject to administrative fees.

Important: If your Declaration of Non-Practise is not received by January 31%, you will be removed from the
membership roll and not entitled to practise forestry in BC.

Self-Assessment Form
The 20 statements in Self-Assessment Form will help you to assess whether you are professionally competent
as per Bylaw 12.2.

When responding to the self-assessment statements, you are asked to indicate whether you conform to the
statement, improvement is needed to conform to the statement, or the statement is not applicable to your
work situation and responsibilities. Any statement where improvement is needed must be addressed in the
Professional Development Plan.

The following provides an explanation of each competency statement.

Statement 1:
I have a clear understanding of my professional forestry performance expectations and they are
documented.

In order to properly assess your performance in relation to your job requirements, you need to know what
is expected of you. A starting place is a complete and up-to-date job description. You or your employer may
already have one on file. If not, you should write down all of the job-related activities for which you are
responsible.

Statement 2:
I have documented all the professional development activities I undertook during the last year to maintain
my competency in my area(s) of practice.

In order to determine if you are keeping current in your area(s) of professional forestry, you should maintain
a record of professional development, continuing education and training activities. The following tools are
available to assist you:
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¢ Certificate of Professional Development Application (available on the ABCFP website).
* Employer records of your training activities.

¢ A professional development file, a professional diary or journal, or your own database system (e.g.
Excel or Access) for tracking purposes.

When reviewing what you have done over the last year consider the following (not a complete list):

* Practice: Outline new projects and activities which were a learning experience.

* Peer Discussions: Record types of learning discussions held and with whom.

® Courses: Record courses taken or given.

¢ Reading: Record books, periodicals, articles, etc. you have read, written or prepared.

e Office sessions and field trips with peers and specialists.

¢ Committee Work: Record the nature and types of committees, as well as duties.

¢ Lecturing/facilitating: Record lectures, presentations, seminars, courses and training given.
* Recent performance reviews by your employer.

* Recent certification audits or internal audits that looked at aspects of your area(s) of professional
forestry or non-forestry practice.

* Mentoring, including sponsoring enrolled members.
¢ Research or operational trials.

¢ Strategic planning meetings or brainstorming sessions to improve organizational or professional
performance.

Statement 3:
I am keeping up-to-date with legislation and policies which affect my areas of professional forestry.

The Code of Ethics (Bylaw 11.4.6) states: To keep informed in the member’s field of practice and to be aware of
current issues and developments in forestry.

The Standards of Practice (Bylaw 12.2.1) states: Competent members maintain sufficient knowledge in their
tield(s) of practice.

You are obligated to maintain your competency in all areas in which you have professional responsibilities.

Here are some examples of provincial legislation with which you may want to keep up to date. You should
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When files are stored electronically, you should ensure that the method by which they are stored is continually
upgraded to present technology standards so they can always be retrieved with your current computer system.

You must be able to produce unaltered professional documents for which you are responsible. This is even
more critical when it comes to electronic documents which can be easily altered without your knowledge.
Another member may amend the document, in which case he or she also takes on some professional
responsibility. You must be able to produce the original unaltered document.

Supporting materials underlying professional documents such as field cards/notes originals, assessments,
analyses or expert reports should be on file and appropriately cross-referenced. You also need appropriate
controls in place to prevent accidental destruction and loss (e.g. through fire or flood) of professional
documents.

Statement 16:
I keep a professional diary of daily activities and important decisions and a phone log of significant verbal
dialogue.

A diary of daily activities and a phone log of significant dialogue records information for future reference. As
professionals, we are called to account for our work and we can only do this if we can refer to our thoughts,
actions, conversations and reasoning related to past decisions. If you record what has been agreed upon by
two or more parties, it will reduce the likelihood of future questions and make it easier to respond.

Statement 17:
I have a clear understanding of my client’s or employer’s objectives and how they relate to other values or
interests associated with their work.

Bylaw 11.5.3 states: The responsibility of a member to the client or employer is to obtain a clear understanding
of the client’s or employer’s objectives.

Satisfactory completion of a task requires clarity of objectives. Although this may appear obvious, members
are advised to achieve clarity of objectives before accepting an assignment. If the objective is quantifiable,
determine the desired degree of precision. If the objective is subjective, seek agreement on how performance
would be measured. When agreement on objectives is reached, it should be expressed in writing.

It is also important to ensure that client or employer objectives are compatible with legislation, policy and the
public interest. If there is a conflict, it needs to be resolved.

Statement 18:
I met the objectives spelled out in my previous Professional Development Plan.

You should review your Professional Development Plan from the previous year to determine if you met your
goals. For each goal not met, you must assess the relevance of that goal and determine what further action is
required, if any, to meet it.
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Statement 19:
I maintain safe work practices and consider the safety of others.

You are responsible for your own safety and if you are responsible for the safety of others, you must ensure
safe work practices are in place to protect their well-being.

Statement 20:
When I delegate work to others, I am confident they are qualified, are professionally authorized to carry
out the work and their work makes sense to me based on my personal knowledge.

When you delegate work to others, either to a contractor/consultant or to employees within your own
organization, you must practise due diligence to ensure their work is carried out to professional standards.
You are professionally accountable for their work that is incorporated into your own work product. This also
includes supervision of others. You should:

* Ensure they have the proper qualifications and experience to carry out the work (check resumes,
references or you may have personal knowledge about their qualifications).

¢ Ensure they are members in good standing of an applicable professional association if the work falls
under the definition of professional practise of that association.

¢ Carry out quality assurance (field and/or office checks) of the work so that you are satisfied with its
quality.

Professional Development Plan
Once you have completed the Self-Assessment Form, you must develop a Professional Development Plan to
implement during the coming year. List each statement from the Self-Assessment Form that was answered
“improvement needed”. For each statement, list the action(s) to be taken with an anticipated completion date.
If you have several items to address, you can prioritize them by determining which items leave you most at
risk in your practice. You should add the actual date of completion for your records once you have completed
your Professional Development Plan.

During the year, some items may become less relevant and some of your plans may change. This should be
noted in your Professional Development Plan. This year’s Professional Development Plan will be referred to
again when you complete your next Self-Assessment Form; therefore, it is helpful to note why a particular
aspect of your plan was not carried out in the manner originally stated.

Example
Statement Requiring Action Action(s) to be Taken Anticipated Date Completed
Completion Date (and/or Disposition)
| acquire appropriate job-related knowledge when it is lacking (e.g. Take a First Nations cultural March 15, 2010 March 1, 2010
continuing education activities, reading, involvement with discussion awareness workshop.
groups and committees, consulting with mentors, peers and specialists).
Where my work product requires or implies objectives, | provide specific, | Check with the field crew to verify April 30, 2010 April 23, 2010
measurable and verifiable objectives so results can be evaluated. that my field objectives can easily be
implemented.




Note: Please feel free to use your own tools, performance reviews, audits and other activities to help in your
assessment. If you have any recommendations or tools you wish to share, please contact the association.

Self-Assessment Declaration
You must submit a Self-Assessment Declaration once you have completed your Professional Practise
Questionnaire, Self-Assessment Form and Professional Development Plan. The due date for Self-Assessment
Declarations is December 1%, which is also the due date for ABCFP membership renewals. If your Self-
Assessment Declaration has not been received in the ABCFP offices by December 1%, you will be subject to
administrative fees.

Important: If your Self-Assessment Declaration is not received by January 31%, you will be removed from the
membership rolls and not entitled to practise forestry in BC.

Questions or Comments?

If you have any questions regarding the self-assessment process or comments on how it can be improved,
contact:

Brian Robinson, RPF
Manager, Professional Development and Member Relations
E-mail: brobinson@abcfp.ca
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ASSOCIATION OF — ~

BC FOREST PROFESSIONALS

330-321 Water Street
Vancouver, BC V6B 1B8
Tel: 604.687.8027 Fax: 604.687.3264
E-mail: info@abcfp.ca
Website: www.abcfp.ca

Ensuring BC's Forests Are In Good Hands.
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