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Quick Start Guide: Completing your CPD Plan

Please note: If you have not completed your CPD Plan template, your Reflection template will not display. 

https://www.cpdhome.org.au/LOGINLog in to   CPD Home 

Click the CPD Plan menu 

Select the year button 

Click the Reflection tab. The responses you entered in your CPD Plan at the start of the year 
will appear greyed out for easy reference 

Respond to each question. The system will automatically save every time you type new entries 

If you have completed a more detailed Reflection, in addition to completing the template, 
you can upload your PDF document by clicking Browse then upload remembering to enter 
the file description/name 

When you are done, click Submit 

Check your Dashboard, under Registration Standard: Mandatory CPD. Your ‘CPD Plan 
Reflection’ will appear with a         indicating this mandatory task is completed. 
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C o m p l e t i n g  y o u r  a n n u a l  C P D  P l a n  i s  a  m a n d a t o r y  r e q u i r e m e n t  u n d e r  t h e  R e g i s t r a t i o n  S t a n d a r d :  C o n t i n u i n g  p r o f e s s i o n a l  d e v e l o p m e n t  ( t h e  S t a n d a r d ) .  I t  i n v o l v e s  
w r i t i n g  y o u r  C P D  P l a n  a t  t h e  s t a r t  o f  t h e  y e a r  a n d  r e fl e c t i n g  o n  y o u r  a c h i e v e m e n t s  a t  t h e  e n d  o f  t h e  y e a r  a s  y o u  p r e p a r e  f o r  t h e  f o l l o w i n g  y e a r ’ s  l e a r n i n g .  

A s  a  S u b s c r i b e r  t o  C P D  H o m e ,  c o m p l e t i n g  t h e s e  t w o  t a s k s  c o m b i n e  t o  g i v e  y o u  5  h o u r s  o f  R e v i e w i n g  P e r f o r m a n c e  ( R P )  C P D .  T h i s  m e e t s  t h e  m i n i m u m  r e q u i r e m e n t  
f o r  R P  u n d e r  t h e  S t a n d a r d .

I t ’ s  i m p o r t a n t  t o  u n d e r s t a n d  h o w  t o  p l a n  f o r  l e a r n i n g  t o  s u p p o r t  y o u r  p r o f e s s i o n a l  g o a l s ,  w h i l e  m e e t i n g  y o u r  o n g o i n g  C P D  o b l i g a t i o n s  r e l e v a n t  t o  y o u r  r e g i s t e r e d  
s c o p e  o f  p r a c t i c e .  T o  l e a r n  h o w ,  y o u  m a y  l i k e  t o  c o m p l e t e  o u r  f r e e  s e l f - p a c e d  o n l i n e  C P D  a c t i v i t y  a v a i l a b l e  f r o m  o u r  C a t a l o g u e ,  g i v i n g  y o u  3 0  m i n u t e s  o f  
E d u c a t i o n a l  A c t i v i t i e s  t o  a d d  t o  y o u r  a n n u a l  C P D .  I f  y o u  a r e  c o m f o r t a b l e  w i t h  w r i t i n g  y o u r  p l a n ,  j u s t  f o l l o w  t h e s e  e a s y  s t e p s .

Once both tasks have been completed, 5 CPD hours will be automatically added to ‘Reviewing Performance’ (RP) on your CPD Tracker, indicating that you have met the annual minimum requirement 
under the Standard.

Log in to   CPD Home 

Click the CPD Plan menu 

Select the year button 

On the CPD Plan tab, respond to each question, including adding your three 
learning focus areas. The system will automatically save every time you type 
new entries 

If you have completed a more detailed CPD Plan, in addition to completing 
the template, you can upload your PDF document by clicking Browse then 
upload remembering to enter the file description/name 

When you are done, click Submit 

Check your Dashboard, under Registration Standard: Mandatory CPD. 
Your ‘Written CPD Plan’ will appear with a         indicating this 
mandatory task is completed. 
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Writing your CPD Plan

To write your CPD Plan, please use our CPD Plan template 
available on your desktop or the app. 

 Q1

To reflect on your learning at the end of the CPD year, please use our Reflection 
template available on your desktop or the app. 

 Q4Reflecting on your learning

If you need assistance or more information about any of our subscription options, CPD Home is here to support you.

How to get in touch with our ever-helpful Enquiries Team: 

enquiries@cpdhome.org.au (+61) 2 8552 4011 on Monday to Friday from 9am - 5pm (AEST).

If you need assistance or more information about any of our subscription options, CPD Home is here to support you.

How to get in touch with our ever-helpful Enquiries Team: 

enquiries@cpdhome.org.au (+61) 2 8552 4011 on Monday to Friday from 9am - 5pm (AEST).

We're 
here 
to help 


