Making a CPD report

CPD reports are made up of several components.
Identification * Work Expernience *  Evidence of Core Competencies ©  Declaration * = Subrmit *

Identification, Work Experience, Evidence of Core Competencies, Declaration, Submission
Identification, Work Experience, Declaration and Submission we believe are self-explanatory.
What you need to know

CPD Reports need CPD records, so before you do anything we suggest you make sure you have added and
updated your CPD Records.

Creating CPD records is really easy. In “My CPD” click CPD Records and then scroll down and click “Add a
New Record”

CPD Records

Change Password Manage display Responsible far Ny Details Donations My Subscriptions My CFD I Orders

About RMets CPD | Objectives || CPD Records I CPD Reports | Accreditation Applications | CPD Reports for Review | Applications for Review

& Printer-friendly version

About CPD Records

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 ongping CPD requirement for accreditation.

Continuing Professional Development (CPD) can be activities undertaken in the work-place, external to the work-place (for example, outreach and public
education, external training, site wiork, contributing to the activity of professional bodies etc).

+ Toenter a new CPD Record select the ‘Add a Mew Record’ button below and enter the information. Choose a title for your CPD Record
that uniquely 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 aiation 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, Requirements for RMet, or Requirements Document for CMet

Any CPD Records entered previoushy will appear below. To continue to add information or edit a CPD Record after it has been saved select the ‘edit’ 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-friendhy version’
and print from that screen.

If you attend RMets meetings, you can easily add these to your CPD records. You can pre-populate a CPD record with the event information while on the RMetSs
site. Ensure you are logged in, go to the meeting detail page and simply click the orange button - "Create CPD Record from this event”

Click on the orange button below to start adding records
Please do not delete any records that have been added to applications or CE

Add a New Record |

Click to create a new CPD record




Adding a record

Remember, when you create a CPD record that you want to use in a report or application, the information
needs to mean something to the person reviewing it. Please try to make it easy for the reviewer to know
and understand your record is about.

Home » DBrookfield = My CPD » CPD Records = Add Record
Create CPD Record

Title — Use a logical easy to remember name I
Lecture on Forecasting on St Kilda i I
CPD Type
Delivering leciures ¥ == | Select CPD Type
Areas of
Aviation Forecasting e

Aviation Meteorology
Boundary Layer Meteorology
Broadeast Mstsarology =

Coose the area of meteorology |

To select mare than one area of metearclogy. please hold down CTRL while you select the ones that apply

Areas of Competency | Select the areas of comptency I
~ None -

A Application of knowledge and experti

8: Personal responsibility

C: Interpersonal skills -

To select more than one core competency, please hold down CTRL while you select the ones that apply

Write up what you did,
make sure you give it
some detail so that
someone else will
understand

Description

BI U ICIG -

Gave a Lecture on Forecasting on St Kilda.

body p

<cite <blackquote> <codex <ul <olx <lix <dl> <dt> <dd= More infor

Lines and paragrap

DATE COMPLETED

= -

Eg.. 13 Dec 2017

Hide row weights

WEB REFERENCES ORDER

~—

Please enter each web reference link as 2 separate line item. To add another link, click 'Add another link’. To remove

y web references ov

link, remave the text from the line and click save

Add ancther link

Hide row weights
\ORJECTIVE REFERENCE ORDER

o

Toa - 1apamrew usly set objectives will appear. Select the relevant objective from
the st

id an Objective, start typing in the empty box, as soon as you
You can ignore Objective

References, they are not 7y, just remove the
essential

To add additional Objactives, click 'Selact another objact
+ext from the field and save the recon

which will add another fiald for you to start typing t

Select another objective

FILE ATTACHMENT

Please contact

reditations@rmets.org if you have a file to upload which is not supported here

Add 2 new file *______._—-—-——""
Upload

Choose file | Mo file chosen
Files must be less than B MB.
Allowed file types: jpg jpeg png pdf

XML sitemap

el o Dbt (eseluded The default XML sitemap settings for this content type can be changed here.
Fai &)

Inclusion
URL path settings

efault (sxcluded) ¥
Automatic alias

Revision information
No revision

Printer, email and PDF versions

Comment settings
Closed

Authoring information
By DBrookfield

Publishing options
Published

Save



Once you are happy your CPD records are relevant and that you have enough, we suggest you give your
records another quick check to see if you have the correct competencies attached.

To remind you, 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.

1dd = Mows RBecord

Your records

Filter your records

Title CPD Type
- Ay -
Areas of Meteorology
- Any -
Filter

Title (Click title belovwr to view or
print individual records)

D1

CPD Type

Advisory work

Advisory work

Areas of Competency
- Ay -
Objective references

- Ay -

Area(s) of
Meteorology

Agrometeorology

Agrometeorology

Items per page

L 20 -

Area(s) of
Competency

a3
Interpersonal
skills

D:
Professional
practice

Date completed

“Year v

Date
Completed

edit

bl



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.

FIIE,

<« C | @ Secure | https://www.rmets.org/node/32603/edit?destination=user/9726/cpd/records avw € 4 B

£]

A Content Structure Store People Configurstion Reports  Advanced help  Help Hello DBrookfield  Log out
Home » DErookfield » My CPD » CPD Records » Edit Record

Edit CPD Record C3 VIEN EDIT MANACE DISPLAY

Title *
Cc3

CPD Type
Advisory work v

Areas of Meteorology
-Naone -
Other
Agrometeorology
Air Pollution Meteorology -

To select more than one area of meteorology, please hold down CTRL while you select the ones that apply

Areas of Competency _
- MNaone - /
A Application of knowledge and expertise
B: Personal respaonsibility
C: Interpersonal skills < "'—_—-—-

To select more than one core competency, please hold down CTRL while you select the ones that apply

Description

=

B I U =G I = =

Save
When you are happy the record is correct, scroll to the very bottom and click

Now you can go to your report.

CPD Reports

Change Password Manage display Responsible for My Details Donations My Subscriptions My CPD Orders

About RMetS CPD || Objectives | CPD Records || CPD Reports 'Acm'editationﬁ.pplications CPD Repeorts for Review  Applications for Review
& Printer-friendly version
Just like records, you can either create a new report or edit an old report

Create or Edit CPD Report

i,

Your reports

Title (Click title below to view or print individual reports) Date Started Status Edit link

CPD Report - RMet - David Michael Brookfield - (32611) 17 Mar 2017 17 March 2017 Draft edit '



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
e 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

Identfication *  Work Expenence © 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 RMets and a two year period for CMets.

Type of report submitting * |
| RMet v |

ubmitting CPD as part of your accreditation requirements, please choose RMet or CMet. If using ACCSYS for personal or
RMet

Ed reasons, please choose Other, you will be able to save and download your report, but not submit it to the Society

Forenames *
David Michael

Last Name *
Brookfield

Now add your review period, RMet is reviewed annually and CMet is reviewed bi-annually and click save.

PERIOD REVIEW FROM

Drate
1 Mar 2016
Eqg. 23 Mar 2017

FERIOD REVIEW TO

Date
17 Mar 2017
E.g., 23 Mar 2017

Save I Save and close Delete



Work experience

Fill in your work experience

CPD Reports created for personal use require complation of only the information on the Identification and CPD Records tzbs and optionally the Work Experience tab. CPD Reports
requested by the Society and to be submittad by those wishing to retain the accreditation RMat or CMet require completion of the information requested on every tab.

Identification © Work Experience *  Evidence of Core Competencies * | Declaration * | Submit * | Administration

Please state the date from which your qualifying work experience should count. Time spent on training courses does not count towards qualifying experienca.
Time spent as an operational supernumerary (trainee) or under close direct supervision counts as 50% of elapsed time.

Hide row weights

ORDER

QUALIFYING WORK EXPERIENCE *

Employer name ™

Royal Meteorclogical Association
Employer address

104 Oxford Road

Position ™

T

START DATE ~

8 Aug 2016
Eg. 13 Dec 2017

o
END DATE

31 Jan 2015
Eg. 13 Dec 2017

If this is your current employment then please leave this field blank

Duration
One and a Half years

Please add a duration that includes beth continuous work and also periods of intermittant work
Mature of work

IT

Remove

Add another item

Save Save and close Delete



Evidence of Core Competencies and CPD Records

We have combined CPD Records and your Evidence for your Core Competencies into one section, this we
hope will make writing up your core competencies much easier for you.

When you click on Evidence of Core Competencies, you will see that we now have a new section above
each competency. This is where you add your CPD Records.

CPD Reports created for personal use require completion of only the information on the Identification and CPD Records tabs and optionally the Work Experience tab. CPD Reports
requested by the Society and to be submittad by those wishing o retain the accreditation RMat or CMet require completion of the information requested on every tab.

Identification © Work Experience * | Evidence of Core C ies * I Decl ion * | Submit” Admi

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.

Hide row weights
CPD RECORDS FOR COMPETENCY A ™ ORDER
Mo items have been added yet. Click "Add items” to launch the widget.

Plaase select minimum 1 and maximum & CPD records for Core Competency A.

_Additems | | -sife==—————————————— | Add your CPD Records here

Competency A: Application of knowledge and expertise ~

B I U B @ @&

Add your text here I

Switch to plain text editor

»  Allowed HTML tags: <a= <em: <strongs <cite> <blockquote> <code= =ul> <ol= <li= <dl> <dr= <dd= Maore information zbout text formats
» Lines and paragraphs break automatically.

When you click “Add Items” you will see the screen below.

You can use the filtars at the top to find the CPD Records that vou require.
To select which CPD Records you want to be included with this submission, click the relevant checkboxes individuzlly (or scroll down and

click on 'Select All Displayed CPD Records’) this will automatically add CPD Records. To remove CPD Records deselect. Once you finished

5]

click the 'Cloze’ button to return to the form.

Evidence { You can filter your records based on Title, Area or Date, pleaze choose and click "Filter”.

Title Areas of Meterology

- Any - v h,__- You can filter

your records
here imply

Date complered
click »| Startdate -Vear ¥ Filter “"="“
End date Cyear v _‘,.:,._.

CPD RY ADD
TO CPD RECORD TITLE AREAS OF COMPETENCY
FORM
a A Application of knowledge and expertize, B: Personal responsibility, -
- Interparsonal skills, O Professional practice, E- Professional standards
c1 A application of knowledge and expertise, C: Interpersonal skills
Compd A3 A: Application of knowledge and expertise
AZ A: Application of knowledge and expertise
Al A Application of knowledge and expertize
- Avaiding Myth, Mayhem and Myopia: the A: Application of knowledge and expertize. B: Personal responsibility. C-

e of climate science communication. Interpersonal skills, D: Professional practice, E- Professional standards

Submit Selecta

Select your CPD record
and then click submit




Please note Reports and applications now have different Minimum and Maximum values for the number of

CPD records that can be assigned to each competency and that each Core Competency should be filled in.

Minimum CPD records
per competency

Maximum CPD records
per competency

Total for all
competencies

Report 1 6 Min 5 Max 30
Applications 3 10 Min 15 Max 50
Additionally

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.

Identification * Work Experience * | Evidence of Core Competencies * Declaration * Submit * Administration *

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

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.

Hide row weights

CPD RECORDS FOR COMPETENCY A * ORDER
# C1 o
4 A3 i
4 Az 2w

Please select minimum 1 and maximum & CPD recerds for Core Competency A

Add items

Competency A- Application of knowledge and expertise *

B I U

B EE|E ==

"You are braver than you believe, strenger than you seem, and smarter than you think,” said Chnstopher Robin to Winnie-the-Pooh. Hearts melt.
Yes, our hearts melted the first ime we heard the young boy say these words to his teddy bear. Those words touched us as children.

Switch to plain text editor

#  Allowed HTML tags: <a= <em> <strong> <cite> <blockquote= <codes> <ul= <ol= <li= <dl> <dt= Mare information about text formats
<dd=

* Lines and ﬂE'agI'Eﬂl'lS break automatical Y.



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 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.

Idenufication ¥  Work Expernience * | Evidence of Core Competencies * Declaravon * | Submit * | Administranon

# Declaration *

I certify that the statements made by me in this CPFD Report and attachments are true and complete.
I 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 authorise the Accreditation Board of the Royal Meteocrological 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 Delete

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 Identification and CPD Records tabs and optionally the Work

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 information requested on every tab.

Identification * 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 click *Submit’.

#| | understand that | won't be able to make any further edits once | have submitted *

Submit _—

Save Save and close



