
The Institute of
Continuing Professional Development

Application form for Fellowship/Membership
of the Institute
For employees of HSBC Global Transaction Banking

Fellowship/Membership is awarded to those individuals who demonstrate that they are committed to 
the principles and practice of keeping up to date.

Fellowship will be awarded to those who have completed recognised qualifications.

The requirement is an annual amount of 30 hours minimum of qualifying learning activity and 
completion of the compulsory activities detailed overleaf. This is an annual requirement for 
completion in the preceding 12 months.

All applicants must be over the age of 21, and obtain the signature from the bank confirming completion 
of our required learning activity in support of their application.

Personal and contact details

Full name.............................................................................................Title (Mr/Ms etc)...........Date of birth........................

Honours/Awards ...........................................................................................................................................................................

Academic qualifications/Date attained.................................................................................................................................

 .............................................................................................................................................................................................................

Home address ................................................................................................................................................................................

..............................................................................................................................................................................................................

Telephone....................................................................................Mobile ......................................................................................

Email...................................................................................................................................................................................................

Company/Organisation...............................................................................................................................................................

Position held .................................................................................Length of time in corrent position..............................

Company address .........................................................................................................................................................................

..............................................................................................................................................................................................................

Telephone............................................................................................Fax .....................................................................................

Email...................................................................................................................................................................................................

Please indicate preferred correspondence address:  Home    Work



Declarartion
I hereby apply for Fellowship/Membership of The Institute of Continuing Professional Development. 
I confirm that the information provided overleaf in support of my application is accurate and agree, if 
admitted, to abide by the Institute's bye-laws (available at www.cpdinstitute.org)

Signature........................................................................................................Date......................................................................

Please ensure that you complete the Record Form opposite, according to the General Guidelines on what 
qualifies as relevant learning, and forward the form to GTB business development for validation.

Compulsory  activity - unless formally exempted
1.     Attendance at one GTB sales conference (this is in addiction to any claimed as part of 30 hours CPD).
2.    Obtaining minimum standard in annual Sales force MOT.
3.    Attendance at at least 4 team meetings (this is in addition to any claimed as part of 30 hours CPD) - if less than 
        4 team meetings are held then attendance at all.
4.    Attendance at one event, either to present to a group of people or engage in a formal networking session.

General Guidelines on what qualifies as relevant learning
Learning should focus on topics relating specifically to the attainment of academic qualifications relevant to the 
individual's career, and maintaining competence in current or potential roles and responsibilities.

The learning to be achieved by one or more of the following means:
a) Attendance at conferences, workshops, seminars and courses, and technical meetings having some formalised 
structure;
b) Undertaking a programme, which may include participation in distance, multi or flexible learning opportunities,
or other supervised study involving a programme of reading or recorded lectures, on completion of which 
programme a qualification may be awarded;
c) Attendance at meetings, working groups and panels requiring evidence of a significant personal contribution;
d) Formal private study and pre-course reading in a structured form on pre-defined themes;
e) Job development and experience-based learning including through project secondments and placements,
temporary job changes, exchanges and development of subordinates and trainess;
f) Preparation for publication of technical work, research and the preparation and first delivery of presentations 
to colleagues; and
g) Additional activities such as acting as an assessor, an external examiner or similar.

Qualifying learning activity shall normally be computed as follows:
1) The maximum time attributable to any qualifying learning activity shall be the duration from the opening to the 
close of any formal event calculated to the nearest half hour or from the commencement to the completion of 
other informal activities;
2) If attendance is for only part of a qualifying activity, only the time attended shall be counted;
3) Time spent in administering learning activity shall not qualify; and
4) Regular reading of role-specific journals does not normally count as "private study" although the study of articles 
in journals relevant to a structured programme of study is eligible.

HSBC Bank's confirmation
Name of applicant......................................................................................................................................................................
I confirm that the named applicant is committed to continuous learning. They have completed our
mandatory activities and have also completed at least 30 hours of learning activity in the preceeding 
12 month period.
Signature...............................................................................................................................Date..............................................

Name..................................................................................Position............................................................................................



Please summarise your relevant learning activity ove rthe past twelve months by completing the form below.
The activity should total no less than 30 hours (see General Guidelines on what qualifies as relevant learning) in
addition to the Compulsory activity. Please also attach appropriate supporting material if required.

Activity No. of hours Comments

Total hours

FOR INTERNAL USE ONLY

Approved for membership	 	 Initials...................	 	 Date...........................

Attendance at: CPD events

Lectures

Conferences/
Seminars

In-house training

Open, distance and e-learning

Formal study

Lecture delivery/Presentations

Structured reading

Coaching

Mentoring

Other activities


