Understanding CPD reports

CPD reports are made up of several components.

Identification * CPD Records * Work Experience * Evidence of Core Competencies * Declaration * Submit *

Identification, CPD Records, Work Experience, Evidence of Core Competencies, Declaration, Submission

What you need to know

CPD Reports need CPD records attaching to them as well as the written sections “Evidence of Core
Competencies, but before you start anything we advise that you check your records first and ensure you
have the correct competencies attached to them. To do this go to the CPD Records section in your Profile.
You can either add new records or edit ones that you have already created.
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CPD Records document individual CPD activities and can be selected and used as part of the accreditation application process, or combined into a CPD Report,
which can then be used to record personal CPD or submitted as part of the ongaing CPD requirement for accreditation.

Continuing Professional Development (CPD) can be activities undertaken in the work-place, external to the wark-place (for example, outreach and public

education, external training, site work, contributing to the activity of professional bodies etc).

= Toenter a new CPD Record select the ‘add a New Record’ button below and enter the information, Choase a title for your CPD Record that uniquety

describes that activity.
« (Choose the CPD Type from the dropdown list i.e. attending events or mentoring,
« (Choose the Area(s) of Meteorology this activity relates to i.e. media or aviation meteorology.

= Choose the Area(s) of Competency this activity relates to - for full details of the five competencies, see Details of Core Competencies for RMet
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Any CPD Records entered previously will appear below. To continue to add information or edit a CPD Record after it has been saved select the "sdit’ button, To
print an individual CPD Record select ‘edit’ so that the record is open and then select the view' tab on the right-hand side and then select Printer-friendly version’

and print from that screen,

Click on the orange button below to start adding records
Please do not delete amy records that have been added to applications or CPD reports
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There are 5 core competencies and unless you have no intention of ever completing a report or applying for
accreditation then we suggest you always add competencies to your records.



A) Application of knowledge and expertise
B) Personal responsibility

C) Interpersonal skills

D) Professional practice

E) Professional standards

It's very easy to add a competency to a record either click Add a New Record or Edit a record you have

already created.
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Once you are in the record you will see the screen below simply select the competencies that apply to your
record. If you hold down the CTRL Key you can select multiple competencies.
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Once you are happy the record is correct, scroll to the very bottom and click

Once you are happy your records are correct and have competencies assigned to them, you can go back to
your report.
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Just like records, you can either create a new report or edit an old report

Create or Edit CPD Report
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The first Tab is identification, the information you see here is pulled from your profile. In the identification

page you will see “Type of report submitting” depending on your eligibility you will see a number of
options

e Other Use Other for personal Use
o RMet To apply for RMet you should be an associate fellow
e CMet You must be a Fellow to be eligible to apply for CMet

Identification © CPD Records © Work Experience ©  Evidence of Core Competencies ©  Declaration ©  Submit ©~  Administration ~

You will find pre-populated information in some of the boxes below. This is taken from the "My Details' tab in your membership area. To
amend any of the pre—populated information please use the 'My Details” tab before continuing.

The ‘Period review from” and ‘Pariod review to” needs to be entered. This is the period that your CPD Report is valid for and is typically a
one year pariad {Jan to Dec) for RMets and a two year period for CMats.

Type of report submitting ¥ |
| RMet =]

ubmit:ing CPD as part of your accreditation requirements, please choose RMet or CMet. If using ACCSYS for personal or work related
RMet

lease choose Othar, you will be able to save and download your report, but not submit it to the Society

Forenames ™

Dravid

Last Mame *
Brookfield

Add your review period, RMet is reviewed annually and CMet is reviewed bi-annually

PERIOD REVIEW FROM

Date
1 Mar 2018
Eqg., 23 Mar 2017

FERIOD REVIEW TO

Date
17 Mar 2017
Eg. 23 Mar 2017

Save I Save and close Delete



Adding CPD Records

Select the CPD records tab and click select CPD Records to be included.

CPD Reports created for personal use require completion of anly the information on the Identification and CPD Records tabs and optionally the Waork Experience

tab. CPD Reports requested by the Society and to be submitted by those wishing to retain the accreditation RMet or CMet require completion of the infarmation
requested on every tab.

Identification ©  CPD Records ~ }Vnrk Experience * | Evidence of Core Competencies © | Declaration | Submit ™ Administration *

Continuing Professionzal Development can be activities undertaken in the work-place, external to the work-place (for example, outreach and
public education, external training, site work, contributing to the activity of professionzal badies etch.

Any CPD Records entered previously will appear below. Please ensure you have added all the relevant CPD records before completing this
CPD Report. To enter new CPD Records please return to the 'CPD Records’ tab under "My CPDY, select the "Add a2 New Record’ button and
anter the information.”

Use the “Select CPD records to be included’ tab below to choose the CPD Records you would like to add to this CPD Report. You can filter the
CPD Records by Arsas of Competancy.

*Te complete this CPD Report submission, you will be expected to have tagged each CPD Record with a competency. You must make
sure that you selfect for inclusion the refevant CPD Records that will be linked to each of the five core competencies. If you have not
already done this, please save this Report and go to your main Record tab to attach competencies to records. Your saved report will be
avaifable in the Reports tab at the bortom of the screen.
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Mo items hawve been added yet. Click "Select CPD records to be included” to launch the widget.

To complete your application or CPD submission you must tag/link each record with at lzast one competency, but not more than three. You must also
makes sure all of the competencies are included in your records.
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Select CPD records to be included

Save

Save and close

When you click Select “CPD Records to be included” you’ll get this screen when you select a record it is
added to the list, when you have slected all the records you want click the Close button Top Right or Close
Bottom Left.
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This adds your records to your report, you should save your application

CPD Raports created for parsonal use reguirs comelstion of anly tha infarmation on the kentification and CPD Records tabs and optionally the Work Exparisnca tab. CPD Raports requested by the Sodety and to
ta submittad by thosa wishing to retain tha accraditation RMat or ChMat requira complation of tha information raquastsd on every takb.

Identification ©  CPD Records * = Work Experience *  Evidence of Core Competencies ©  Declaration ™ | Swbmit * =~ Administration *

Continuing Profeszional Development can be activities undertaken in the work-place. external to the work-place (for example, outreach and public education, extemal training, site
wark, contributing to the activity of professionzl bodies etch.

Ary CPD Records entered previcusly will zppear below. Please enzure you have added all the relevant CPD records before completing this CFD Report. To enter new CPD Records plezse
retumn to the ‘CPD Records' tab under "My CPDY, select the "Add a New Record' button and enter the information.”

Use the “Select CPD records to be included” tab below ta choose the CPD Records you wiould lika to 2dd to this CPD Report. You can filter the CPD Racords by Areas of Competency.

“Tir cormpiete this CFD Report submission, pow will be expected to have Bgged each CFD Record with 2 competendy:. Yoo must make sure that you sefect for inclusion the relavant
CFD Racords that will be finked to each of the fve core competencies. I yoor have not afready done this, plazse save this Report and go to your main Recond t2b to attach
competendes o records. Your saved report will be available in the Raports tab at the botiom of the screen.

CPD RECORDS * Liken
# E2 fCom O E L]
# E2 {Com C E T
# E1 {Com C E T
¥ D7 (Com Competanckes: Dt Profussional practics) =
« ¥ iCor Compaiundes: O: Profascional pracios) 4 v
# D2 (Com Con ohas: A0 or and 5w

To comglats your application or CPD submission you must tag /Tink sach record with at lsast one compatency, But not mors than thras. You must alse makas surs all of the compstenciss ara indudsd in
your raconds.

Select CPD records to be included

Save Save and close

Next fill in your work experience if you haven’t already added this to your profile.

CPD Raparts created for parsenal use reguire comgletion of anly tha infarmation on the identification and CPD fscords tabs and aptionally the Work Exparisnca tab. CFD Raports requastad by the Sedsty and
0 ba submittad by thesa wishing to ratain the aczraditstian RMat o CMat raquira complation of tha informatizn raguestad on avary tab.
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Please state the date from which your qualifying work experience should count. Time spent on training courses does not count towards qualifying experience. Tima spent as an
cperaticnal supermumerary (traines) or under close direct supenision counts as 50% of elapsed time.
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Evidence of core competencies

You should add your evidence for each of the competencies here, we strongly advise you to use a word
processor and then copy and paste.

CPD Reports created for personal use require completion of only the information on the Identification and CPD Records tabs and
optionally the Work Expenence tab. CPD Reports requested by the Society and to be submitted by those wishing to retain the

accreditation RMet or CMet require completion of the information requested on every tab.

Identification *  CPD Records *  Work Experience * | Evidence of Core Competencies * | Declaration *

Submit * Administration =

Identify how you meet each of the competencies in the course of your professional activities. Details of the
competency requirements are identified in the relevant guidelines, see Details of Core Competencies for RMet or
Requirements for CMet

Please note that if you are pasting from Word, you can retain your formatting by using the Paste from Word
icon below, at the top of the editor. Simply click and paste and this will copy your formatting into the editor.

Competency A: Application of knowledge and expertise *
B I U B @ @ = ==

What is Lorem Ipsum?

Lorem Ipsum is simply dummy text of the printing and typesetiing industry. Lorem Ipsum has been the
industry's standard dummy text ever since the 15005, when an unknown printer took a galley of type and
scrambled it to make a type specimen book. It has survived not only five centuries, but also the leap into
electronic typesetting, remaining essentially unchanged. It was popularised in the 19605 with the release of
Letraset sheets containing Lorem Ipsum passages, and more recently with desktop publishing software like
Aldus PageMaker including versions of Lorem Ipsu

body p

Please note*

All competencies in a report should be completed and you should have CPD records that have
competencies assigned to them, currently you can assign a maximum of 15 records to your report, it is
possible to assign all 5 competencies to a record meaning it is possible to only have 3 supporting records to
complete your report. We will be removing the maximum limitation in our next release.

Once you are happy make sure you click save.

Competency E: Professional standards *
B I U BEE ===

What is Lorem Ipsum?

Lorem Ipsum is simply dummy text of the printing and typesetting industry. Lorem Ipsum has been the
industry's standard dummy text ever since the 1500s, when an unknown printer took a galley of type and
scrambled i to make a type specimen book_ It has survived not only five centuries, but also the leap into
electronic typesetting, remaining essentially unchanged. It was popularised in the 19605 with the release of
Letraset sheets containing Lorem Ipsum passages, and more recently with desktop publishing software like
Aldus PageMaker including versions of Lorem Ipsun{

body p

Save Save and close




Declaration

Read the declaration text carefully and when you are happy tick the check box.

CPD Reports created for personal use require completion of only the information on the ldentification and CPD Records tabs and
optionally the Work Experience tab. CPD Reports reguested by the Society and to be submitted by those wishing to retain the

accreditation RMet or CMet reguire completion of the information requested on every tab.

Identification ¥  CPD Records *  Work Experience *  Evidence of Core Competencies * || Declaration * l

Submit * Administration *

0 'ec laration *

| certify that the statements made by me in this CPD Report and attachments are true and complete.

| hereby submit my CPD Report for this accreditation scheme as evidence that | maintain the standard. | agree to abide by
the regulations as laid down by the Council of the Society. | hereby authornise the Accreditation Board of the Royal
Meteorological Society to contact my current and previous (if applicable) employer detailed in my CPD Report, if required. |
agree to continue to abide by the Code of Conduct, as detailed in the guidance document.

Save Save and close

Submission

Again tick the checkbox that you understand that once you have clicked submit you will not be able to edit
your Report and then when you are satisfied click submit.

CPD Reports created for personal use require completion of only the information on the ldentification and CPD Records tabs and
optionally the Work Expernience tab. CPD Reports reguested by the Society and to be submitted by those wishing to retain the

accreditation EMet ar CMet require completion of the information requested on every tab.
Identification *  CPD Records =  Work Experience *  Evidence of Core Competencies *  Declaration *

Submit * | Administration *

Once you are happy that you have completed all the relevant sections and uploaded any related files, please tick the
box below and dlick *Submit’.

[l lunderstand that | won't be able to make any further edits once | have submitted *

Submit e

Save Save and close



Errors

If when you have clicked submit you see a page like below then you have missed something in your report,
read the information in the pink box, it will be specific to your error, correct what you see in the message
and then resubmit. If you have missed more than 1 item, you will receive another error report this is
because you have missed more than 1 item in the list, keep correcting until the report sends. Of course if
you are having problems you can also contact us and we’ll be more than happy to help.

0 You can only provide a maximum of 3 CFD records for each core competency. The following core
competency has too many CPD records relating to it: A- Application of knowledge and expertise

CFD Reports created for persconal use require completion of only the information on the Identification and CPD Records tabs
and optionally the Work Experience tab. CFD Reports requested by the Scciety and to be submitted by those wishing to

retain the accreditation RMet or CMet require completion of the information requested on every tab.

Identification * CPD Records * Work Experience * Evidence of Core Competencies * = Declaration *

Submit * Administration *

You will find pre-populated information in some of the boxes below. This is taken from the ‘My Details’
tab in your membership area. To amend any of the pre-populated information please use the ‘My Details’
tab before continuing.

The ‘Period review from' and ‘Period review to' needs to be entered. This is the period that your CPD
Report is valid for and is typically a one year period (Jan to Dec) for RMats and a two year period for
CMets.,



