
Everyone undertakes some CPD every day,
often without realising it.  

The core commitment of being a member of
the Institute of CPD is to pledge your time to
continually undertaking CPD and focused
learning. 

There are numerous types of learning and
educational activities that you can count
towards your CPD hours, and can be logged
within your CPD record. 

The Institute recognises a varied and broad
range of learning activities as formal CPD,
and there are five core categories that cover
different approaches to learning:

 Work-Based Learning

 Self-Directed Learning  

Formal Educational Learning  

Professional Activities  

Informal Learning 

CPD LEARNING
CATEGORIES:
GUIDANCE FOR 2023

This guidance and lists of CPD activities within 
the categories intend to represent that range 
of learning activities that constitute formal 
CPD, however, should not be considered 
exhaustive. 

Whether you are an iCPD Achiever, Member or 
Fellow, you can choose to fulfil your CPD 
requirements within one category, or across all 
five. 

If you are unsure which category your CPD 
activity falls into, please send your enquiry to 
hello@cpdinstitute.org.
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Whether you work for an employer, are 
self-employed or running a business working 
with colleagues and clients, work-based 
learning is the most frequently occurring CPD 
category.

WORK-BASED LEARNING
Fulfilling our role responsibilities and working with others, we learn daily at work, sometimes 
without realising it.

The majority of work-based learning can be recorded for CPD purposes, and much of this takes 
place naturally and organically. From learning in a formal capacity, such as in-house training 
programmes to collaborating and learning with 
colleagues; we undertake a range of CPDs that 
becomes more complex as our scope of work 
develops throughout our careers and evolves 
as we become experienced professionals.

Experiential learning – earning and learning from experience from being in the workplace 
over a period of time
Presentations to external clients, regulators, policy makers etc. 
Factory tours and organisational visits
Training from your Employer training – including:

Receiving coaching from an independent coach on a F2F or virtual basis
Working with a mentor separate from your employer on a F2F or virtual basis
 “Work shadowing”
Peer review of own work, including presentations to colleagues 
Review of case studies and literature 
Participating in a journal or professional book club 
Supervising colleagues, apprentices or students
Role rotation, sabbaticals or secondments with your employer
Involvement in the wider work of an employer, i.e. beyond the scope of the role; 
Using performance metrics to evaluate and analyse ‘results’ such as colleague or team 
achievements, client success or Net Promoter Score
Participating in an employer’s performance appraisal and goal setting-process Discussions 
with colleagues around problem-solving, creative sessions, idea generation etc. Reflective 
and lessons-learnt activities following significant projects, events etc. 

Here are some examples of work-based learning: 

 Induction programmes
 Technical skills e.g. MS Excel or coding python
 Internal standard operating procedures, processes or procedures training 
 Training in health and safety-related subjects such as fire marshall, first aid & mental

health first aid
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SELF-DIRECTED LEARNING
When you take the initiative and set out to evaluate 
your learning needs and self-learning goals, this is 
classified as self-directed learning. 

As you review your CPD needs and opportunities for 
learning, against your annual CPD requirements, you 
can then set about sourcing professional and 
educational resources. 

Undertaking CPD in this way is the most independent 
option, and many resources in this category can 
increasingly be found free of charge online. 

Enhancing knowledge through online training courses from industry experts or professional 
course creators

Watching educational, work-related videos online either through YouTube, educational 
websites or social platforms. 

Dedicating time to listen to podcasts 

Watching online TedTalks

Reading books, whitepapers, and industry reports either as hard copy, online using a reading 
platform such as Amazon Kindle, or downloading PDFs from professional, academic sources. 

Set time aside to read, review and summarise books or articles (online, hard or soft copy)

Reading and reviewing academic studies and papers from either hardcopy journals, an online 
subscription to a journal platform such as World of Science or sourcing free digital, online 
journals from reputable, educational resources. 

Watching documentaries and news coverage relevant to your role or industry and reflecting 
on the key learning points. 

Self-directed learning CPD activities can include:

hello@cpdinstitute.org | www.cpdinstitute.org



FORMAL EDUCATIONAL LEARNING

Formal educational professional development includes participation in activities that lead to 
gaining academic or professional qualifications.

It also includes attendance at structured learning activities organised by professional bodies, 
learned societies or training providers. The preparation of papers, articles or presentations for a 
professional audience can also be included.

Preparing presentations for conferences, R & D meetings or scientific sessions

Reading to understand the legal, regulatory framework for professional work 

Maintaining or developing specialist skills

Preparing material for training courses

Attending training courses 

Attending conferences or meetings 

Undertaking distance learning or e-learning activities

Writing articles or papers

Undertaking a programme of learning or research for a recognised qualification

Here are some examples of formal educational CPD activities:
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Professional activities are not limited to the below list, and typically include: 

• Organising a training course, conference, symposium or professional meeting

• Being an examiner or assessor for educational or professional purposes

• Engaging with iCPD, or another professional body, as part of a committee, volunteer, or 
working group.

• Assessing applications for registration or fellowship at a professional body or trade association

• Being a referee for an academic or trade journal

• Supervisor of professional or academic research

• Membership of a technical expert group, e.g. study group or special interest group

• Being an expert witness

• Lecturing or teaching new material that you have personally developed

• Delivering keynote presentations, participative sessions, or presentations at a conference or 
to a research and development (R&D) forum.

• Networking with professionals in other organisations

• Working as a coach with one or more coachees.

• Mentoring - either working as a mentor or being a mentee

• Outreach activities through a charity, community initiative or educational projects, e.g. Being a 
STEM advisor

PROFESSIONAL ACTIVITY

Professional activities that constitute CPD are 
different to work-based learning as this category 
covers participating with the Institute of CPD, 
another professional body, regulator or trade 
association. 

As your career progresses and you are able to 
apply your expertise to your wider professional 
communities, your professional development 
begins to directly influence and positively build 
the knowledge and skills of other professionals. 
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INFORMAL LEARNING

The informal learning category tends to include CPD activities that enable you to develop 
transferable skills, gain experience and ‘top up’ your formal education qualifications. Some of 
these may not require specific expertise, however, they are invaluable to the ongoing 
maintenance of our overall professional competence. 

Examples of informal learning CPD activities include: 

• Strategic thinking, e.g. projects for employers such as organisational restructuring, strategic 
planning and resourcing, external/community relations, and facility development;

• Leadership skills, e.g. managing a children’s sports team, leader of a scouting/guides activity, 
being a chairperson for a club or society;

• Organisation and planning skills, e.g. secretary for a club or society, school governor, Parent 
Teacher Association (PTA) organiser and councillor;

• Finance skills, e.g. treasurer for a club or society;

• Coaching and counselling skills, e.g. sports coach, Samaritans volunteer, mentoring, tutoring.
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WHAT CPD IS NOT…. 

A common question is, ‘are there any 
activities that do not count towards the CPD 
requirements?‘ And the answer is definitely 
Yes

Any learning “activity” that does not have a 
clear learning purpose, or educational 
objectives that do not relate to your 
professional role, employer or industry is not 
considered appropriate CPD. 

For example, learning about hobbies such as 
flower arranging, motorbikes, baking or 
online gaming, are not relevant for CPD 
purposes, nor is watching videos on social 
media that do not have any work-related 
educational content.  

Lastly, involvement and membership of social 
clubs, personal events, team meetings, social 
committees that are not directly linked to a 
member’s professional role do not count 
towards their CPD requirements.  

ENJOY YOUR CPD

Remember, your CPD is unique to you. 

Whether you’ve got a great, experienced 
education behind you or are just starting out 
with few qualifications, your CPD should be 
enjoyable, relevant and feel rewarding to 
undertake. 

If your CPD feels boring, irrelevant or 
uncomfortable in any way, then take a fresh 
look at the learning activities you have 
planned within the learning categories above. 
Really review the topics you are focusing on 
and any technologies you are using, and 
explore new ways to learn or topics that 
interest and are curious to you. 

The old expression ‘Learn more to earn more’ 
still holds true today, and by investing your 
time and commitment to CPD, you will find 
new doors open, and new professional 
opportunities in the next phase of your 
career will appear. 
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