What is CPD?

CPD is a personal commitment to keeping your professional knowledge up to date and improving your capabilities. It focuses on what you learn and how you develop throughout your career. You're probably already doing it, but by formally recording your learning you'll show that you're actively committed to the development of your career. Perhaps the most important message is that one size doesn’t fit all. Wherever you are in your career now, and whatever you want to achieve, your CPD should be exactly that: yours. 

What do I need to do?

We recommend you review your learning over the previous 12 months, and set your development objectives for the coming year. Reflecting on the past and planning for the future in this way makes your development more methodical and easier to measure. You may already be doing this as part of your development review with an employer.

How much CPD do I need to do?

Our approach is based on reflecting on learning that focuses on outcomes and results, rather than 'time spent' or 'things done'. You should clearly demonstrate how you have developed and what you are now able to contribute that you couldn't before.
Why should I do CPD?

As a professional, you have a responsibility to keep your skills and knowledge up to date. CPD helps you turn that accountability into a positive opportunity to identify and achieve your own career objectives. CPD is an opportunity to do yourself some good; the nature and scale of the benefit depends entirely on you. The credibility of our profession is based on the willingness of each professional to embrace new skills, knowledge and experience.

Does learning outside work count?

Absolutely. If you do something or learn something outside work that provides a new perspective, adds to your confidence or improves your interpersonal skills inside work, it counts. It’s not what you learn, so much as how you can use it. 
Is there a minimum number of hours of training I have to do?

There are very few things that you ‘have to do’ with CPD. We don’t specify a minimum number of hours of training, or even the kind of learning experience you should have. Again, it’s what works for you – and what’s relevant to you. 

What if I don't have the time?

One of the most common misconceptions about CPD is that it takes extra effort over and above your normal daily activities to deliver results. Actually, the most effective personal development is the kind that flows from the experiences and challenges you encounter in your everyday role. Some people set aside a regular hour or so a week to reflect on what they’ve done and plan development; many others incorporate it seamlessly into the way they work, as a way of ‘looking at the world’.  

Is there a form or template I need to use?

There isn’t a rigid template for planning and recording CPD activity. We are developing a set of key questions that will help you reflect on past learning and plan for the future. However you should adopt an approach that works for you. 

How should I record my CPD 

There are two parts to the CPD process. 

· CPD development record - This lists the activities that you’ve carried out during the last 12 months, with an explanation of why they were undertaken, what was learned and how this learning was or is to be applied. 

· CPD development plan - This sets out your aims and objectives and your proposed action for the next 12 months. It must include resources required, success criteria, and target dates for review and completion.
   

Is it only for people who are chasing promotions? 

We live and work in a changing world so, as professionals, we all need to keep our knowledge up to date. There’s no doubt that CPD could help you achieve specific ambitions, but it can also help you be more confident and productive in your current role. Personal development is every bit as relevant to people who are happy where they are, as to those who are scaling the corporate ladder. 

What if it's not relevant to me and my situation? 

The whole point about CPD is that it focuses on meeting your needs and objectives as a professional. Continuing development is not a distraction, it helps you keep your eye on the ball – you learn the things you want to know and then you apply what you learn to the challenges you need to tackle. Different working arrangements offer different learning contexts. 

CPD for managers
Many employers ask for guidance in measuring the amount of time that should be spent in staff development, but there can be no hard and fast rules. It must be emphasised that it is the benefit of an activity to a particular employee rather than the activity itself which is important. All learning opportunities, however informal, should be seized when they arise.

It is of great benefit to individuals to have help in reviewing their progress and guidance in choosing which routes to follow. Managers should be aware of the importance of individual development and be able to guide those for whom they have responsibility. They should be aware, not only of development goals but also of the different types of training requirements that different people have. Some people learn best in formal teaching situations but many others need an informal approach and will benefit much more from being given the opportunity to work alongside a colleague to acquire particular skills.

What do my employees have to do?

Employees should be encouraged to take a pro-active role in deciding what training and development activities they should undertake, whilst employers should be helping and guiding such decisions to ensure that corporate goals are met. Individuals have a responsibility to themselves and their employers to consider what might be required in the future and take steps to prepare themselves to be ready when opportunities occur and when changes are necessary.

All professionals are being encouraged to address their lifetime learning to make sure that they maintain their professional competence and continue to develop in all aspects of their work. Employees should be encouraged to keep records of their objectives and of the learning opportunities that they have used. The annual appraisal interview

is the ideal time to plan development targets and assess progress.
What do I have to do?

Staff development should not solely be an activity carried out by an organisation for its employees. Ideally it should be a partnership. Employers should be encouraging employees to think about their own aspirations as part of a healthy partnership that will benefit employee, employer and the organisation. Employers have a responsibility to their organization and to their employees to provide an environment where people can develop the necessary skills and knowledge to take on new responsibilities as the need arises.
How to get started – A check list for employers

• Clarify how your business objectives may best be met by investment in your people.

• Take opportunities such as an annual appraisal to discuss development with individual members of staff.

• Ask them about their commitment to their own development and encourage understanding between you of shared objectives.

• Listen to their ideas and encourage them to consider their own personal goals.

• Aim to create a partnership between you where you both contribute to their development.

• Set realistic expectations – you both will have limited resources of time and money.

• Persevere in this process, continue to encourage your people and review progress regularly. The pay off will be a tangible improvement in the quality of the service delivery to your users/clients.
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