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Continuing Professional Development Record


NAME:      



MEMBERSHIP NUMBER:           MEMBER  FORMCHECKBOX 

ASSOCIATE   FORMCHECKBOX 
       COVERING THE PERIOD FROM:       TO:      
This record sheet is for your guidance only - you may present your CPD record in any other format.

	Dates
	Description of development/learning activity
	Provided by (e.g. name of mentor/coach, course provider, research/relevant publication etc)
	What did you learn & how did/will you apply it?
	Any further action?
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CPD Tracker Guidance Notes

What Is CPD?
Continuing Professional Development (CPD) is a means of ensuring that members of a profession maintain their expertise, skills and competence by keeping up to date with recent developments in a structured way. In addition to maintaining your professional competence, CPD provides a framework within which you are able to review your developmental requirements and set yourself goals and objectives for the development of further skills and capabilities. There is no fixed formula for the CPD that you should undertake, every individual is different, and the level and type of CPD approach you take will differ depending on your current skill set, competencies and career aspirations. CPD is usually achieved through a combination of approaches, ideas and techniques that will help you manage your own learning and growth. These could include professional work-based activities, courses, seminars, conferences, subject relevant reading and research and self-directed informal learning. The focus of CPD is firmly on outcomes and results of the learning and the benefits that it can bring you in your current employment and future career. 



Why should I keep a record of my CPD?
As a professional, you have a responsibility to keep your skills and knowledge up to date. Keeping a personal record of your activities helps you turn that accountability into a positive opportunity to identify and achieve your personal and career development objectives.

We believe that not only is ongoing learning and development essential for all IKT members, but it is also increasingly important to career development and progression, helping you maintain and develop the knowledge and skills needed to succeed in today's dynamic and demanding business environment. 

IKT places great emphasis on its members' commitment to development and learning and you will be required to demonstrate your commitment to CPD in your full membership and fellowship application. So, if you are an associate member, intending to upgrade to full membership at some stage in the future, or a member aspiring to upgrade to fellowship, regular recording of your CPD activities should help you provide tangible evidence of your commitment. 



The CPD Tracker
The CPD Tracker is designed to help you record your professional development and learning activities. The CPD Tracker provides you with the opportunity to evaluate the outcomes and results of your activities and articulate how you have/will apply the new skills/knowledge in your current role or future career. It also provides for you to record any further action that you intend to take as a follow up to that learning. 



How much time should I spend on CPD?
There are no rules about the amount of CPD you should record. Our approach is based on the principle of 'reflective learning' that focuses on the qualitative assessment of outcomes and results, rather than specific amount of time spend doing things or attending a certain numbers of courses. 



What counts towards CPD?
Your CPD Tracker should reflect a range of learning and development activities. Anything can count as evidence as long as you show that you've learnt something from it. We recommend that you concentrate on the activities that have made the most impact on your current role or future career. 

Accordingly, IKT supports your professional development by giving you the flexibility to obtain your CPD through a wide range of activities - it is not just about attending courses. For instance, coaching, mentoring, e-learning, networking, discussion groups, working on committees or panels, reading, and undertaking research are just some of the other ways in which you can find development opportunities. 'Learning as Practice' is particularly suitable to the interactive nature of knowledge transfer and therefore CPD will be most effective when it reflects an integral part of your work activity. 



How often should I fill in the tracker?
We recommend that review your development and learning activities at least once a year. This can be a particularly useful exercise if performed in conjunction with your annual appraisal at work or prior to contemplating a career move. It can also be a useful exercise to undertake with a coach or mentor. We recommend that you review your activities over the previous 12 months, and then set your CPD 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. 
