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300 Management and Administration Core
7. Business behaviours
Worksheet 5: CPD log (tutor)
[bookmark: _Hlk115268079]Task brief:
You have been asked to create and maintain a continuing professional development (CPD) log, which should include all recent CPD activity you have undertaken over the last six months. The CPD log should be easy to read, in a logical order and could include areas such as: 
· training courses
· webinars 
· coaching and mentoring 
· workshops, seminars and conventions 
· reviews and observations 
· in-house learning 
· discussion groups.
The log should include, as a minimum, key information such as date, method, description, duration and impact (what you learnt and how you have or will apply it). It should be produced in a digital format.

Tutor guidance:
The CPD log should be submitted in a digital format. The learner can decide on any suitable layout for their CPD log but it should contain as a minimum key information such as date, method, description, duration and impact, as these are key areas for a CPD log. 

	Date
	Method
	Description
	Duration
	Impact (what I learnt and how I will apply it)

	01/02/xxxx
	Attended virtual training course 
	Attended a first aid training course  
	1 day
	Learnt basic first aid and will be able to assist my colleagues if in difficulty

	08/04/xxxx
	Completed e-learning module 
	Completed e-learning module in UK GDPR 
	3 hours
	Can ensure my work complies with all regulations

	04/09/xxxx
	Attended a marketing convention event 
	Attended a marketing convention event 
	4 days 
	Networked and learnt about new marketing tools and techniques I can use in my work
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