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Continuing Professional Development

Suggested CPD portfolio format


Continuing Professional Development (CPD)
Sample Portfolio prepared by the JLC for the ACC
From July 2006 it became a requirement for everyone registered with the Health Professions Council (HPC) to keep a record of CPD.
‘As a registered health professional, you have always been responsible for making sure you meet our standards of conduct, performance and ethics. You are now also responsible for making sure that you meet our standards for CPD.’ (‘Continuing professional development and your registration’  HPC 2006)
CPD will be audited by HPC at random.  Random audits will be undertaken, by profession, starting in July 2008 with Chiropodists and Podiatrists.  Clinical Scientists are due to be audited in September 2009.

Audited clinical scientists will be required to provide documented evidence of two years CPD.  This document has been produced to aid in the recording of your CPD.  This document is intended to provide a suggested format for your CPD record.  You may prefer to use an internal laboratory format or your own personal layout.

It is advisable to read this portfolio in conjunction with ‘Continuing professional development and your registration’ August 2006

An HPC publication, available for download at
http://www.hpc-uk.org/publications/index.asp?id=103
The HPC CPD standards have been included as an appendix, as has the HPC’s list of suggested CPD activities.

Filling in this portfolio
This portfolio format is meant to be used in whatever way works best for you.  It is a suggested portfolio format only, and you may choose to use this format, your laboratory format, your own format, or a combination.  
· Each table in this portfolio includes an area to categorise which of the HPC standards each activity helps you fulfil.  The main standards which are likely to be recorded here are standards three or four.
· Each time you record a CPD activity, you may wish to expand further using the ‘CPD Activity Evaluation Form’.  There is a column in each table to enable you to cross reference your evaluation forms to your activities.  The intention is to allow personal flexibility in the filing of your record sheets.

Personal Development Plan:

Taken from annual appraisal process.

	


Responsibilities undertaken
	Special Laboratory/ Hospital Trust Responsibilities
e.g.  Health and Safety Committee Member, Fire Warden

	Role undertaken
	Dates
	Standards
	Evaluation sheet no

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Professional Responsibilities
e.g.  ACC Council Member, Professional Standards Committee member, Trade union duties

	Role undertaken
	Dates
	Standards
	Evaluation sheet no

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Laboratory Experience
	Training and Rotation
e.g. routine rotation, role expansion, secondment, shadowing

	Laboratory Section
	Main responsibilities/ training undertaken
	Dates
	Standards
	Evaluation sheet no

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Clinical Experience
e.g. Audit, troubleshooting, QC, project work, abnormal cases/ studies

	Activity
	Details
	Dates
	Standards
	Evaluation sheet no

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Clinical Education
e.g. Journal clubs, conferences, seminars (attended), publications

	Activity
	Details
	Dates
	Standards
	Evaluation sheet no

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Professional Development
e.g. Involvement in a professional body, lecturing, teaching, examining, tutoring, expert witness, organising journal clubs, presenting seminars, presenting at conferences

	Activity
	Details
	Dates
	Standards
	Evaluation sheet no

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Self directed learning
e.g. reading or reviewing literature, updating knowledge

	Activity
	Details
	Dates
	Standards
	Evaluation sheet no

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


CPD activity evaluation form

Fill this in where it is felt necessary to further evaluate or reflect on a particular CPD activity (copy as required)
	Sheet No:
	

	Activity undertaken:
	Date:

	

	Internal/ External (specify location):

	

	Aims
	

	

	Evaluation of activity

	

	

	What have I learnt from this activity

Consider in terms of CPD standards

	

	
	CPD Standards fulfilled
	


	Breakdown of CPD Activities

Can help to identify potential gaps in your levels of CPD activities.  CPD standard number two states that CPD must involve a mixture of activities.

	Work Based Learning
	Professional Activities
	Formal/ Educational
	Self-Directed Learning
	Other

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Appendix 1:  CPD Standards
HPC Standards of CPD as defined on page five of ‘Continuing professional development and your registration’ August 2006


An HPC publication, available for download at
http://www.hpc-uk.org/publications/index.asp?id=103
	Standards of CPD

A registrant must:

1. maintain a continuous, up-to-date and accurate record of their CPD activities;

2. demonstrate that their CPD activities are a mixture of learning activities relevant to current or future practice;

3. seek to ensure that their CPD has contributed to the quality of their practice and service delivery;

4. seek to ensure that their CPD benefits the service user; and

5. present a written profile containing evidence of their CPD upon request.


It is advisable to complete this document in conjunction with ‘Continuing professional development and your registration’ August 2006

Appendix 2: Examples of CPD activity
	Work-based learning
	Professional activities

	· Learning by doing

· Case studies

· Reflective practice

· Audit of patients

· Coaching from others

· Discussions with colleagues

· Peer review

· Gaining and learning from experience

· Involvement in the wider work of your employer (for example, being a representative on a committee)

· Work shadowing

· Secondments

· Job rotation

· Journal club

· In-service training

· Supervising staff or students

· Visiting to other departments and reporting back

· Expanding your role

· Significant analysis of events

· Filling in self-assessment questionnaires

· Project work

· Evidence from learning activities undertaken as part of your

· progression on the NHS Knowledge and Skills framework


	· Involvement in a professional body

· Membership of a specialist interest group

· Lecturing or teaching

· Mentoring

· Being an examiner

· Being a tutor

· Branch meetings

· Organising journal clubs or other specialist groups

· Maintaining or developing specialist skills (for example, musical skills)

· Being an expert witness

· Membership of other professional bodies or groups

· Giving presentations at conferences

· Organising of accredited courses

· Supervising research

· Being a national assessor

· Being promoted




	Formal / educational
	Self-directed learning
	Other

	· Courses

· Further education

· Research

· Attending conferences

· Writing articles or papers

· Going to seminars

· Distance learning

· Going on courses accredited by a professional body

· Planning or running a course


	· Reading journals or articles

· Reviewing books or articles

· Updating your knowledge through the internet or TV

· Keeping a file of your progress
	· Public service

· Voluntary work




Taken from ‘Continuing professional development and your registration’ August 2006

http://www.hpc-uk.org/publications/index.asp?id=103


