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1. Introduction 
 
Continuing Professional Development (CPD) is the means by which professionals 
maintain and enhance their knowledge and ski l ls.   I t  is essent ia l  to enable you to 
perform effect ively in your ro le; i t  helps you keep up to date with latest 
developments, and al lows you to expand your ski l ls.  CPD also helps you to 
improve your capabi l i t ies and plan your career so that you are able to reach your 
fu l l  potent ia l .   
 
The value of CPD is now widely recognised, and it  is mandatory for a number of 
professional bodies, including RICS and BIFM. To keep the GPP at the very peak 
of performance, CPD wi l l  now be mandatory to a l l  members of the Profession. In 
order to progress your career in the Civ i l  Serv ice, you must complete the 
required amount of CPD each year. We consider th is your membership 
commitment to maintain and develop your knowledge, ski l ls and competencies 
throughout your career to ensure that you remain professional ly competent. To 
support th is we wi l l  provide a curr iculum that covers both formal and informal 
CPD and l ine managers wi l l  s ign off  your record of completed CPD. 

2. What’s required? 
 
The GPP CPD requirements are based on recommendations from RICS, IRRV 
and BIFM. For many Property Professionals in Government, th is wi l l  be very 
famil iar terr i tory and you are not expected to dupl icate your CPD to fu l f i l  your 
GPP requirements. These new guidel ines s imply a im to provide par ity across the 
board and ensure al l  of our professionals are reaching their  potent ia l  and 
demonstrat ing commitment to sel f-development. 
 

1. Al l  GPP members must undertake a minimum of 20 hours CPD 
each calendar year. The minimum requirement is not reduced i f  
you work part-t ime. 

2. Of the 20 hours, at least 10 must be formal CPD. The remainder 
can be informal CPD (see below for further information). 

3. Al l  GPP members must maintain a re levant and current 
understanding of professional and ethical standards (see below 
for detai ls of the RICS e- learning module that you can undertake 
in order to meet th is standard). 

4. You must keep a comprehensive record of your CPD. This record 
may be through an exist ing professional body but must be 
accessible (e ither on-l ine or pr inted) to your l ine manager at any 
t ime. GPP members must agree with their  professional l ine 
management what sort of CPDwould be most useful to them, 
evaluate CPD act iv i t ies and ensure new knowledge and ski l ls are 
incorporated into your day-to-day work. 



2.1 Formal CPD 
 
Formal CPD can be any form of structured learning that has clear learning 
object ives and outcomes, such as attending a learning event booked through 
Civ i l  Serv ice Learning (CSL), the Royal Inst i tute of Chartered Surveyors (RICS), 
the Brit ish Inst i tute of Faci l i t ies Managers (BIFM) or any other external 
professional organisat ion, attending an external professional course on a 
specia l ist subject, attending a conference or seminars, e- learning, technical 
authorship or providing tra in ing for others where clear object ives and learning 
outcomes are set.  
Al l  formal learning should be structured, i .e. you choose to undertake a specif ic 
learning act iv i ty in order to develop a part icular ski l l  or knowledge of a part icular 
topic. The learning object ives and outcomes should be easi ly ident i f iable. 
Further examples of how you can meet the 10 hour annual requirement for 
formal CPD are set out in 5.0 below. 

2.2 Informal CPD 
 
Informal CPD is any self-managed learning focussed on knowledge shar ing or 
awareness level that is re levant or re lated to your professional ro le. This could 
include act iv i t ies such as pr ivate study, on-the-job tra in ing and attendance at 
informal seminars or events where there is a focus on knowledge shar ing. 
Further examples of how you can top up your formal CPD with informal CPD to 
meet the 20 hour minimum requirement are set out at 5.0 below. 

2.3 Activ it ies that do not count as CPD 
 
Any act iv i ty that does not have a c lear learning object ive or does not re late to 
your ro le and specia l ism is not considered to be appropriate CPD by GPP.  
Act iv i t ies such as networking, socia l  events, informal team bui ld ing or planning 
events and involvement on boards, committees or c lubs that have l i t t le or no 
re levance to your professional ro le wi l l  therefore not count towards your CPD 
commitment. 

2.4 Extenuating Circumstances 
 
I f  there are any extenuat ing circumstances, such as long-term i l lness, that wi l l  
make it  d i f f icult  for you to achieve the minimum of 20 hours CPD then 
exceptions may be made to the requirements. This wi l l  be dealt  with on a case 
by case basis by l ine managers, in conjunct ion with the Head of Profession. 
I f  you feel that you are unl ikely to be able to meet the minimum CPD requirement 
for any reason you should ta lk to your l ine manager at the ear l iest opportunity. 



3. How you can do it? 

3.1 The CPD cycle 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
A typical CPD cycle consists of:  

1.  Ident i fy goals: engage in conversat ion with your l ine manager to determine 
where you are and where you want to be, in the short,  medium and long-
term future.  You may f ind i t  helpfu l to use the GPP Competency 
Framework, current ly avai lable here: 
http://resources.civ i lserv ice.gov.uk/wp-
content/uploads/2013/02/Competence-Framework-FINAL-v4-Feb-2013.pdf.  
Highl ight weaknesses that part icular ly affect your work, or your career 
development. 

2.  Plan development: once you’ve worked out what you want to achieve, work 
out how you are going to do it .  Consider di f ferent CPD options and ensure 
that their  outcomes al ign with your object ives. Make sure you choose 
del ivery methods that are suitable for what you wish to achieve. Plan in the 
short,  medium and long-term, keeping your endgame in s ight. 

3.  Do and Record: complete the CPD act iv i ty that you planned to do. Keep a 
consistent record of your CPD act iv i t ies. This wi l l  be monitored and signed 
off by your l ine manager and may be cal led upon as support ing evidence 
for promotion boards, job appl icat ions, ta lent reviews and secondments 
etc. Remember you are required to complete 20 hours CPD every year. In 
your record, note what you have learnt and how you plan to del iver 
improvement to your business and your customer. 

4.  Evaluate: ask yourself  i f  that part icular CPD act iv i ty worked for you. Did 
you learn everything you wanted to? Did i t  equip you with new ski l ls that 
you feel you can ut i l ise in your work? Final ly,  assess where you are in terms 
of your goals, ready for the next CPD cycle. 
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4. Roles and Responsibi l i t ies 

 Role Responsibi l i t ies 
Indiv idual • To demonstrate 

commitment to their ro le 
and their profession by 
engaging in CPD 
throughout their career 

• To complete 20 hours 
mandatory CPD each year, 
of which at least 10 hours is 
formal CPD 

• To ident i fy c lear object ives 
and plan their CPD 
appropriate ly 

• To keep a consistent record 
of what CPD act iv i t ies they 
have completed, what they 
learnt and how those new 
ski l ls and knowledge wi l l  be 
implemented in their work 

• To regular ly review their  
object ives  

L ine Manager • To ensure that 
mandatory CPD is 
completed by al l  GPP 
members  

• To monitor and sign off  
the CPD of those they 
l ine manager and 
encourage use and 
development of new 
ski l ls  

• To champion the 
benef i ts of CPD, for the 
indiv idual,  for the GPP 
and for the business 

• To check that 20 hours of 
CPD, of which at least 10 
hours are formal CPD are 
completed by each of their  
staff  

• To engage in conversat ions 
with their  staff  about 
possible weaknesses and 
support them in addressing 
those issues 

• To highl ight appropriate 
CPD opportunit ies where 
they ar ise to their staff  

• To support CPD act iv i t ies 
f inancia l ly where they 
consider them to be 
benef ic ia l  to the indiv idual 
and/or the business 

Head of 
Profession 

• To ensure that 
mandatory CPD is 
completed by al l  GPP 
members  

• To champion the 
benef i ts of CPD, for the 
indiv idual,  for the GPP 
and for the business 

• To perform spot checks on 
the CPD records of a sample 
of GPP members at regular 
intervals 

• To lead or advise on 
remedial measures for those 
that have not completed 
their mandatory CPD 

• To provide regular CPD 
opportunit ies for the whole 
GPP membership 



5. Examples of CPD Activ ity 
It  is important to remember that the commitment to undertake formal CPD does 
not mean that you need to undertake external tra in ing provided by your 
professional body or other organisat ions market ing courses as CPD. 
Research evidence shows that:  
• 10% of learning is taken from formal tra in ing intervent ions  
• 20% of learning is taken from feedback and from observing and working with 

role models; th is often takes the form of coaching and mentor ing  
• 70% of learning is taken from real l i fe and on-the-job experiences, tasks and 

problem solv ing.  
A course or workshop is therefore just one of several methods of learning.There 
are many others and learning can be broadly placed into four main categories. 
1.  Professional and work-based act iv i t ies  
2.  Self-directed and informal learning  
3.  Personal act iv i t ies outside work  
4.  Courses, seminars and conferences  

The GPP has establ ished an on-l ine porta l,  in conjunct ion with the RICS and the 
BIFM, for a var iety of learning and development act iv i t ies. I t  is avai lable v ia the 
Government Property Profession sect ion of the Civ i l  Serv ice Learning website. 
This wi l l  include CPD-specif ic courses, but may also include courses that wi l l  
count as CPD without being expl ic i t ly h ighl ighted as CPD opportunit ies. We 
encourage al l  members to explore th is porta l  and use the appropriate courses i t  
provides. 
Professional bodies also provide their own CPD guidance, which in many cases 
sat isf ies the cr i ter ia for the GPP: 
RICS:  http://www.r ics.org/uk/regulat ion1/compliance1/cont inuing-professional-
development-cpd/ 
BIFM: http://www.bifm.org.uk/bifm/careerdevelopment/personaldev 
Civ i l  Serv ice Learning has produced a helpful guide on workplace learning in 
part icular, avai lable here: 
https://c iv i lserv icelearning.civ i lserv ice.gov.uk/stat ic/f i les/WPL-Guide-A5_v1-
200112.pdf 

5.1. Professional and work-based activ it ies 
This can take the form of on-the-job development but may also involve 
associated formal tra in ing.  
The fo l lowing act iv i t ies are examples of those that might count towards CPD: 
• Undertaking new work: i f  you move onto a new area of work or undertake 

casework which you are not experienced in you may need to develop new 
ski l ls and knowledge, e ither by being coached, undertaking research or 
shadowing other col leagues.  

• Business and personnel management ski l ls:   I f  you are a l ine manager or are 
required to organise any areas of the business you wi l l  probably need to 
acquire new ski l ls in order to carry out these roles   



• Coaching or mentor ing: Volunteer ing as a coach or a mentor to your 
col leagues, whatever stage in their  career they are at, can assist you in 
developing new ski l ls and also ensure that your technical ski l ls are kept up 
to date  

• Planning and running a tra in ing event or discussion group that enables 
knowledge transfer to others: This could comprise del iver ing tra in ing to new 
members of staff  or as many teams now do, sett ing aside t ime on the 
agenda at team meetings to a l low staff  to share their knowledge, for 
example, knowledge gained by deal ing with an interest ing point of law on a 
recent case or on new legis lat ion/pol icy 

• Specia l projects:  From t ime to t ime there are requests for volunteers for 
specia l  projects. Keep an eye on the Intranet for such opportunit ies that may 
enable you to acquire new ski l ls and knowledge 

• Information Technology:  I f  you need to brush up on your IT ski l ls to 
undertake your ro le more effect ively, Civ i l  Serv ice Learning has a range of e-
learning programmes cover ing the fu l l  range of the Microsoft Off ice and 
Google programs, from the very basic to advanced ski l ls 

• Professional Meet ings, Panels and Working Groups: In most instances, 
member attendance at professional bodies’ boards, committees or working 
group meetings where your knowledge is developed through self  managed 
learning, such as reading meeting papers and or other mater ia ls would count 
as informal learning, unless there is c lear just i f icat ion as to why i t  should 
count as formal learning  

• Acting as an Assessment of Professional Competence Assessor: APC 
assessing counts as formal CPD and also covers the ru les and ethics 
requirement. Al l  t ra in ing undertaken by APC Supervisors and Counsel lors in 
associat ion with fu l f i l l ing th is ro le wi l l  a lso count as formal CPD.  

• Presentat ions and Publ icat ions: Research and preparat ion required for 
presentat ions and/or publ icat ions.  This may be to col leagues, c l ients, 
professional bodies’ faculty groupings and publ ic meetings and can also 
include lectur ing on careers and the profession.  

5.2 Self-directed and informal learning 
Private study is one of the most eff ic ient and cost effect ive ways to broaden 
your area of knowledge in both areas of general professional interest and 
specia l ised areas.  The advantages are that the indiv idual receives the learning 
when they require i t  and at a pace that suits them, i t  a lso gives eff ic iencies in 
both t ime and money.  There is a wealth of knowledge out there that members 
can tap into, including: 
• E-learning programmes; avai lable through the GPP porta land cover ing a 

wide range of topics. 
• Professional journals  
• Enrol on-l ine with the RICS and/or the BIFM and use the resources on their 

websites. This gives you access to areas such as Pract ice Standards, 
Guidance Notes, Information Status Papers and Codes of Pract ice as wel l  as 
other learning mater ia l  such as research papers and professional guidance.   

• Various onl ine sources of commercia l property news, data and research, 
including the GPP LinkedIn and Twitter s ites, i f  re levant 



• Manuals, Instruct ion Bul let ins ( IBs) and Art ic les  
• Internet websites of professional interest such as www.communit ies.gov.uk.  

5.3. Personal Activ it ies outside the workplace 
Ski l ls acquired from personal act iv i t ies outside the workplace may also count 
towards CPD, provided you are learning ski l ls that are re levant to your ro le.  
Examples include: 
• Voluntary (non-professional )  work: act ive involvement with 

voluntary/char itable organisat ions can be a rewarding experience and also 
develop ski l ls that enhance your career. You may, for example, develop your 
f inancia l  ski l ls by deal ing with appl icat ions for grants and lottery funding, or 
develop ski l ls through organis ing/running meetings  

• Serving as a school governor, Just ice of the Peace, or member of Parent 
Teachers Associat ion: these act iv i t ies can broaden knowledge and 
understanding of many issues for example in the areas of people 
management, decis ion making and communicat ion ski l ls  

5.4 Courses, Seminars and Conferences 
Train ing courses or seminars, whether these are internal or external,  on any 
topic of re levance to your professional and personal development wi l l  count 
towards your CPD requirement. This can include discussions and presentat ions 
made in team meetings or provided by your business unit  in addit ion to the 
centra l ly run courses cover ing technical/operat ional subjects and the learning 
avai lable through Civ i l  Serv ice Learning.  The GPP porta l wi l l  g ive detai ls of 
events that the RICS and other organisat ions now run; check out what is 
happening local to you. 
Attending a conference may count as formal CPD but i t  wi l l  depend on the 
nature of the conference and the level of learning achieved. I f  you attend a 
conference that wi l l  develop your understanding of a specif ic subject which is 
re levant to your work then i t  would count as formal CPD but i f  the focus is more 
on networking opportunit ies then attendance would most l ikely not count as 
formal learning.



6. Example CPD Record 

 

CPD Record – Joe Bloggs 

 

Event Tit le Date Event 
Descr ipt ion 

Del ivery 
Method 

Learning to be 
embedded 

Forma
l 
hours 

Informa
l hours 

Total 
hour
s 

Publ ic 
Sector 
Property 
Asset 
Managemen
t 

12/04/201
4 

A day course 
cover ing the 
specif ic 
character ist ics 
of publ ic sector 
PAM compared 
with the pr ivate 
sector. 

Face to 
face 

• Awareness of 
pol i t ical 
considerat ions 
on PAM-related 
decis ions. 

6 1 7 

Energy 
Savings 
Bench-
marking 

29/06/201
4 

Presentat ion to 
col leagues 

Video 
Conference 

• Knowledge 
shar ing on 
energy eff ic iency 
data 

0 1 1 

        

 TOTAL 6 2 8 


