CPD Assessment Template
[image: ]How to use this form
Assess the registrant’s CPD record against each standard detailing your assessment outcome and feedback comments in the boxes provided. 
Please note that a registrant must either ‘meet’ or ‘not meet’ each standard, they cannot ‘partially meet’ a standard. 
The comments that you include may be passed onto the registrant as feedback so do consider this. 
If you feel that you need more detail, or need to see further evidence which supports a registrant’s participation in a CPD activity you can say so. 



 



 


Providing Feedback 
As a CPD assessor, your role isn’t to state your opinion on a registrant’s CPD record, it is to give your recommendations as actionable feedback fulfilling the below:
State the issue clearly
If a CPD record does not fulfil the standard, say why. A registrant will often say what CPD they have undertaken but will not reflect upon why. Make it clear that they need to provide this reflection. It is important for assessors to provide feedback which teases out why there has been an issue. For example, the registrant might have not understood how to fill out their CPD record in the best way possible. Remember to state issues sympathetically and to choose what language you use carefully.
Suggest a possible solution
It can be easy to make assumptions about what to expect from a registrant’s CPD record based on their job role or because they are from within your own profession. It is best to put these assumptions to one side and to assess the CPD record based purely on its content. If a registrant did not quite meet the standards, you can use your initial thoughts to guide feedback on what you feel they ought to be able to add to the resubmission. This isn’t the same as telling a registrant what CPD to do, but if you know what you need to see, then say it. For instance, say “It is not clear which outcomes from the registrant’s attendance at the management and leadership training course benefitted the quality of their work or improved their engagement with their PhD supervisees”. Ultimately the solution is for the registrant to identify what the outcomes of the course were and to say how these improved their own work and benefitted the users of their work. 
Be information-specific
When detailing why a registrant hasn’t met the standard, stay focussed on the information they’ve provided and highlight which part of their CPD record your feedback refers to. It helps to ask for an expansion on what they’ve already written in their CPD record. Although their CPD record may be broken down into sections, the feedback provided may relate to multiple activities. 
Be honest and complimentary where it is deserved
It can be a little bruising for registrants to receive feedback. Whilst it is in everyone’s best interest that you are honest, be complimentary where it’s deserved, even on a section that has not met the standard. Hearing the good things will motivate a registrant to improve their CPD record for a resubmission, and perhaps their approach to planning and undertaking CPD.  Let applicants know when they are close to passing and when they might only have to make minor adjustments in their resubmission. Approaching it in this way will encourage the registrant rather than dishearten them if their CPD record has not met the standard initially.
Other pointers…
· Do not be needlessly ruthless in your critiques, belittle or insult the registrant’s position in any way, nor use offensive language.
· Be succinct, but detailed.
Date Completed:
Assessor Name: 
Registrant Name: 

Declaration of interest (if applicable): 

	CPD Standard

	Assessor’s Comments
	Standard Not Met
(mark if yes)
	Standard Met 
(mark if yes)

	Standard 1
A registrant must maintain a continuous, up-to-date, accurate and reflective record of their CPD activities and be able to provide supporting evidence if requested. 
	
	
	

	Standard 2
A registrant must demonstrate that their CPD activities are a mixture of learning activities relevant to current or future practice.

	
	
	

	Standard 3
A registrant must seek to ensure that their CPD has benefited the quality of their practice and reflect upon this.

	
	
	

	Standard 4
A registrant must seek to ensure that their CPD has benefited the users of their work (employee, customer, student etc.) and reflect upon this.

	
	
	



	Assessor recommendation and any additional comments
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