
 
 

General tips for recording your CPD  
 

We want members to record and celebrate their success. CPD shouldn’t be an onerous or negative 
process but a way for you to record your learning and development and show how you have 
achieved your objectives.  
 
Here are some tips, based on the recent audit, on how to get the best out of your CPD.  
 
If you have any questions on CPD or how to fill in your CPD record please email the CPD team on 
cpd@treasurers.org 
 
Do CPD as you go along 

 
Keep a diary note of what you have done and then record your objectives and activities on a regular 
basis. This will enable you to capture what you have done in an easy and timely format. Some 
members spent a short amount of time every month – either on their way to or from work – looking 
at and recording CPD and this helped to ensure there was no end of year panic when they were 
asked to submit their record. 
 
Ensure your CPD reflects your role or future aspirations 

 
Plan where you want to go and how to get there so that your development aligns with your 
aspirations. Document how you have achieved your goals and ensure you reflect on how you have 
learnt and whether there are different mechanisms that would work for you. 
 
By making the development need specific you will be able to focus on the things that matter to you. 
Try not to choose too many objectives – we would recommend between 5-8 objectives - but to be 
focussed on the ones you want to achieve. 
 
Have clear, smart objectives 

 
Ensure you are clear about what you want to achieve so that you can record and analyse what you 
have done easily. Specific and measurable objectives are easier to understand and therefore will 
help you to reach your goal. 
 
Think through the CPD cycle so that you start at a point that is natural to you 

 
The CPD cycle is flexible and designed to work in a way that helps you. You can start your CPD at any 
stage of the cycle but Identify and Action are the most common starting points. When planning your 
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CPD you should look at how relevant your learning is to your role and future aspirations and 
understand what you want outcome you want to achieve. 
 
Identify 
Focus your CPD on those activities that are likely to have the biggest impact. Remember to consider 
a range of learning activities. Why not try something different e.g. e-learning, talking to colleagues, 
work shadowing 
 
Action 
It is really important to write what resources you have used to achieve your objective. If you have 
attended a training course you should record the date, hours spent on the course, training provider 
etc to ensure that your record is as complete as possible.  
 
Evaluation 
This stage of the CPD cycle should always be completed. It gives you a chance to reflect on your 
learning and may enable you to identify additional development needs. 

 
If your learning was not successful it is important to identify and record why this happened. It may 
be as simple as looking back at your objective and considering if it was specific and achievable. 
 
Use as many different resources as possible 

 
We recommend you include a wide range of development resources in your CPD record to 
demonstrate a rounded approach to your personal development. You can complete your CPD in a 
variety of ways – including:  

a. Work-based learning 
b. Secondments 
c. Reading technical reports and journals 
d. Research 
e. Joining discussion and networking groups 
f. External training, such as attending conferences or breakfast meetings 
g. Studying for a professional qualification.  

This may mean stepping out of your comfort zone but different approaches can be very useful.  
 
Don’t forget about spontaneous learning – record any conversations, spontaneous or ad-hoc 
learning and how they are relevant to your objectives. Recognising spontaneous learning will help 
decrease the feeling of ‘extra work’ when it comes to CPD. 
 
Use networking and social media to increase your knowledge 

 
See what networks and blogs colleagues are using and what social networking sites have the latest 
information – understand how they explore trends, and share information.  
 
Use the ACT’s resources 

 
Use the ACT’s resources – e.g. online content, The Treasurer’s Handbook wiki, the education 
materials – to broaden your knowledge and help with your research. Attend ACT events, especially 
regional groups, to increase your understanding on key topics and meet colleagues in your local 
area. 


