
How to maintain 
a successful 
CPD record 
Guidance that helps you create a structured career path
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If you’ve forgotten your password, click ‘Reset your password’ and follow the on-screen instructions.

What is CPD?
- Continuing Professional Development (CPD) helps you 

create a structured career path, as well safeguard your 
professional status 

- It’s about improving your skills, knowledge and expertise 
by carrying out development activities 

- After carrying out these activities, you reflect on what 
you’ve gained or achieved 

- While CPD is open to all categories of IOSH membership, 
Technical Members, Graduate Members, Chartered 
Members and Chartered Fellows are bound by the IOSH 
Code of Conduct to carry out CPD

 

Benefits of CPD 
- Helps to highlight gaps in your knowledge, skills and 

experience
- Builds confidence and credibility – you can track your 

learning and progress 
- Creates a professional impression at appraisals and job 

interviews
- Helps you maximise your earning potential
- Shows your employer that you’re maintaining your skills

How to start CPD 
Go to www.iosh.co.uk. 

Log into the IOSH website using your screen name (or email address) and password. If you’ve not yet registered as a user, 
click ‘Register now’ and follow the on-screen instructions.
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Once you’ve logged in, click the ‘MyIOSH’ tab.
 
On the left-hand side of the screen, click ‘MyCPD’.

Next, click ‘Update your CPD online now’.
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Next, complete the section below:
- Title – type in ‘Development plan’
- Status – select ‘Started’
- Start Date – enter the date you are setting up your development plan
- End Date – set a date three to six months from your start date 

In the ‘Notes’ section, provide the following: 
1 Duties and responsibilities – a summary of your job description and tasks
 If you’ve completed the online ‘Self-assessment’ tool, you can upload the development plan you created if you think 

that it captures your development needs for the next three to six months. You will then not need to complete points 2 
and 3

2 Objectives – the activities you plan to carry out over the next three to six months
3 Personal development, ie strengths and weaknesses, and areas you want to improve

Put a tick under section A only and click ‘Save’.
 
The development plan is the only activity that should be under section A. You should review it on a regular basis to reflect 
any changes in your role. When you reach the end date in your development plan, simply set a new end date that is three 
to six months on from the previous end date. Keep any old notes in there, but update your job role and any new aims and 
objectives you may have and save it again.

You now need to add individual activities to support what’s in your development plan. Your professional development 
can take a variety of forms – from tasks you carry out as part of your job role, such as risk assessments, research, updates, 
meetings and so on, to things you may do in your own time that don’t necessarily involve safety and health but will help 
broaden your skill sets.

The first activity you will be asked to set up is your development plan. In the yellow box, click ‘Add new activity’.
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There is no right or wrong in terms of what your professional development can consist of. We advise that you reflect on what 
you do and input a short reflection in the ‘Notes’ section of each activity, explaining what you did and what you learned or 
gained from it.

You need to aim for a minimum of six activities per year, which works out at an activity every two months. You can always 
add more if you want to. Note that you can break down a large project or training course into smaller activities, eg modules, 
sections or elements, and spread the activities over a three- or six-month period. 

If we carry out an audit of your CPD record, or if you’re transferring to another membership category or are about to attend 
a Peer Review Interview, we will look at your reflective statements. The assessment criteria will focus on the strength and 
content of the reflective statements you’ve made.

How to add a new activity 
To add a new activity, click on ‘Add new activity’.
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Next, complete the section below:
- Title – enter the name of the activity
- Status – select ‘Planned’ or ‘Started’
- Start Date – enter the date you started (or plan to start) the activity
- End Date – enter the date you plan to finish the activity
- Notes – enter a description of what the activity is and what you hope to gain from it

Without ticking B, C or D, click the ‘Save’ button. The activity will now move to the ‘Planned’ or ‘Started’ section of your record.

Changing an activity from ‘Planned’ or ‘Started’ to ‘Finished’
When you’ve completed an activity, you need to record it as ‘Finished’.

- Click the title of the activity you want to update – this will open the record 
- Status – select ‘Finished’
- Start Date – leave this as it is, or change it if you started on a different date to the one you originally planned
- End Date – enter the date you finished the activity

Next, enter your reflective statement in the ‘Notes’ box. You should describe:
- what the activity was
- why you carried out the activity
- what you learned or gained from the activity 
- how you will use the knowledge or skills you’ve gained in the future.

To save the activity, put a tick against your selected box (B, C or D only) and click ‘Save’. 
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Creating a new record for a ‘Finished’ activity
If you want to create a record for an activity that you’ve already completed, select the status as ‘Finished’, enter your start 
and end dates, and add your notes and reflective statement. Tick either B, C or D, and click ‘Save’. This will move the 
activity to the ‘Completed’ section of your CPD record. 

Uploading evidence
In all sections, you can upload documents to your CPD record, eg Word documents. Note that while these are a useful 
source of evidence for your activities, they don’t replace the requirement for reflective statements, which form the basis of 
the assessment criteria. 
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Support 
Webinars
We run CPD webinars on the last Tuesday of every month. If you would like to book onto a webinar, please contact the 
Membership team.

CPD annual planner
Many of our members find it useful to create a CPD planner to help them manage their CPD record. This gives them a 
structured approach to their CPD. An example of an annual CPD planner is shown below. 

- Record your activities 
- Divide you working year into four quarters
- Set aside 40 minutes at the end of each quarter to upload your CPD activities for the previous three months

If you would like a copy of the Planner, please email membership@iosh.co.uk, with ‘CPD Planner Request’ in the subject line.

Need more information?
If you’d like to discuss your CPD programme or need help completing your online record, please call the Membership team 
on +44 (0)116 257 3198 or email membership@iosh.co.uk.
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IOSH is the Chartered body for health and safety 
professionals. With more than 44,000 members 
in over 120 countries, we’re the world’s largest 
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