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CPD Record Template 
Personal Details
· Name: 
· Role / Job Title: 
· Organisation: 
· Professional Body (if any): 
· Membership / Registration Number: 
· CPD Cycle / Year: 
CPD Activity Entry 
1. Activity Details
· Date: 

· Activity Title: 

· Type: (Formal / Informal / Self-directed / Workshop / Course / Webinar)

· Provider / Source: 

2. Time Spent
· Hours Completed: 

· CPD Category (if applicable): 

3. Learning Objectives
· What did you aim to learn or improve? 
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4. Summary of Activity
· Brief description of what the activity involved





5. Reflection
· What did you learn? 


· How will this impact your professional practice?  

· What skills or knowledge did you gain? 



6. Evidence
· File name, link, certificate location, or notes: 
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CPD Summary
· Total Hours Completed: 

CPD Plan for Next Year
· Goal 1 & Planned Activity: 

· Goal 2 & Planned Activity: 

· Goal 3 & Planned Activity: 

Signatures
Learner Declaration
I confirm that the information recorded in this CPD document is accurate and reflects my professional development activities.
· Learner Name: 
· Signature: 
· Date: 
· Circle appropriate: YES – I was observed / NO – I was not observed
Observer / Verifier Confirmation
I confirm that I have reviewed this CPD record and verify it as accurate to the best of my knowledge.
· Observer / Verifier Name: 
· Role / Position: 
· [image: ]Signature: 
· Date: 
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