Organise your CPD 

How do you regard CPD – Continuing Professional Development? Is it a boring exercise you’ll avoid unless your name comes up in an Institute of Water monitoring exercise? Or is it a key process in ensuring your life is the success you’d like it to be? If you follow the process described in these guidelines then it will become an enjoyable and essential part of your life which you find invaluable to take stock, assess where you want to go, work out what you want to achieve and what will help or hinder you getting there.

Dispelling Myths

It’s just a matter of attending courses

Professional Development can be achieved through a huge variety of ways – pushing yourself to have a go at something you’ve not done before, talking to people who can help and give advice, watching and observing people you admire – or just reading certain books and journals.

I’m happy in my current job so I don’t need to do it

Professional development can help you perform your current job even better, help you achieve things in your personal life which you’ve always wanted or even help you grow as a person bringing greater fulfilment in life generally.

CPD is only for ambitious people

Thinking about how you can develop as a person won’t just help you at work. It can help you as a spouse, parent or friend. It can help you with your hobbies or your health. You can think about developing any aspect of your life, not just work.  

We have appraisals at work so I don’t need this
Work appraisals tend to focus on work issues. They also tend to be reviewed by your boss and/or HR department. This structure allows you to consider any aspect of your life and you don’t have to share it with anyone at work or even at home. If the Institute of Water should ask for evidence of your CPD, it will be treated in complete confidence.

I don’t have time

This will not take long and it will pay dividends. We would never undertake a major project at work without taking time to plan. Surely your own life is the most important project you have and is worth an hour or so of your time!

It’s far too complicated

Just follow the simple steps on the following pages and you will have an easy-to-follow development programme. By following this you could well find you have a clearer idea of who you are and what you want, achieve more and who knows, maybe even have your best year yet! 

Preparation and review
Review your past year and answer these questions:
· What went well?
· What did you achieve? 
· What did you accomplish? People often find this difficult: don’t overlook the obvious
· What were your biggest disappointments?

· What did you learn?

· What do you need to do to have even more success and avoid the disappointments of the previous year?
· What knowledge or personal attributes would have helped you cope or overcome the problems you experienced? 
Identify priorities:
Consider the different roles you have at work and home and identify the skills or attributes required to fulfil them (keep it to no more than 8). Even jobs which appear quite simple can have different aspects to them.
How successful do you feel you are with each one? Score each one out of 10 and mark it on the grid below. This is your wheel of life. How bumpy is it? For the smoothest ride you want the biggest roundest wheel possible.
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Which are the areas you’d like to focus on for the coming year to improve?

Now you’ve thought about your life so far, you’re ready to put together your development plan. 

1. Identify Development Needs and Opportunities

Pull the answers from your preparation together to identify where you need to focus. Don’t focus on one area exclusively. 
What opportunities could you make to develop the skills you need for the coming year? Don’t just think about opportunities at work. Management skills could be honed with the family; coaching skills with a local club.
Who or what could help you? Again, they might not be people at work – think of friends and family as well. There might be an evening class you could go to or a club you could join and of course the Institute of Water is there to help.

How might you use these resources? 

Put all these into a list – these are your development needs and opportunities.

2. Set Goals and Target dates

For each of the areas you’ve decided to focus on set one or more clear targets. Don’t forget to make each target ‘SMART’ i.e. Specific, Measurable, Achievable, Realistic, Timed. Make sure you put the goal down as something you can recognise. For instance, rather than saying ‘be a better member of the team’, put down a goal of, say ‘contribute one positive idea which will help team efficiency.’  
If your goal is more than a year away, work out where you’ll need to be at the end of this year to achieve the longer term goal. 

Put your annual goals into an order of priority with the most important at the top and if possible put the list somewhere prominent.

Work out some intermediate goals – develop these in to a set of targets for each month. 

That’s all the planning you need to do.  However, it’s important to monitor achievements as well as plan so there are two steps for that as well.
3. Record development achievements and learning outcomes
Having established a plan it’s important that you regularly review your progress against it. Ideal opportunities for this include performance reviews with your line manager. 
Look back at the goals and targets established in step 2. What steps have you taken to achieve them and did they work? For example, if you planned to develop knowledge through a training course, did you attend and did you learn everything you needed from it? 
At this stage it’s important to record each of the actions you undertake in order to implement your plan and be clear about what you have learnt. A course you attended may have been informative but you may not have felt it was practical or detailed enough to help you on a day-to-day basis.
Even if you didn’t achieve what you hoped to, that in itself can be a lesson. You may feel you need some hands-on experience at work or that you need a coach or buddy who can provide support and guidance on a day-to-day basis.
4. Evaluate achievements and review against needs

Through step 3 you will have a strong understanding of how you have made progress towards meeting your development needs. Some of your needs will have been addressed whilst others will require further work.
This is the cross-checking stage where it is necessary to evaluate what you have achieved (taking the information from step 3) against the initial development needs (identified in step 1).

The outcome of this step will reveal where needs have been addressed and also where development needs require further work. If further work is required then these development needs can be documented so they form step 1 of the CPD process.

Step 4 can be performed in an annual performance review. During the review it will be clear what needs have been fully addressed during the previous year whilst it will also be clear where further work is required. Further needs should then be documented as development needs for the following year.
Useful hints and tips for organising and managing your CPD 
· It isn’t always practical to update your CPD records after every training course, session with your mentor or change in job: keep a small separate notebook where you can quickly and easily add key achievements, dates and learning outcomes. These can be edited and added to your CPD documentation when time allows.
· Documentation completed during one-to-ones and annual appraisals at work will often focus on development needs, plans and achievements and reviewing those achievements against needs. You should utilise this documentation in organising and managing your own CPD and there should be no need to start from scratch when developing your CPD portfolio.

· CPD is not just about recording a list of training courses or conferences attended. Whilst this is part of CPD it is important to highlight how such courses fit in with the 4 steps of CPD. For example, has the training addressed any of your development needs? If not, has it helped suggest what might address those needs?

· Don’t worry about adopting strict templates or formats for organising and managing your CPD. There are no right or wrong ways and different organisations and different individuals adopt their own styles. As long as any records refer to the 4 key steps of CPD then the format is insignificant.
Preparation Sheet for CPD
Looking Back

What went well? What did you achieve/accomplish?

What problems did you have?

What have you learnt from the past year?

What knowledge or personal attributes would have helped you be more successful?
Where you are now?

What are the most important skills or attributes you require to fulfil your key roles (no more than 8)? How do you rate each one on a score of 1 to 10?


[image: image2.emf]10

9

8

7

6

5

4

3

2

1

10

9

8

7

6

5

4

3

2

1

10

10

10

10

10

10

5

5

5

5

5

5


What are your priorities to focus on for the coming year?

What are your key learning and developments needs?

What resources can you use to achieve these?
What goals do you want to achieve and by when?
CPD Learning and Development Plan 
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