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November 2017 v 2.1
Introduction
This is a quick guide intended for use by Standards Veriﬁers (SVs) and External Examiners (EEs) when
submitting details of the Continuous Professional Development (CPD) for their Principal Sector Areas
(PSA).
The Sector Skills Council (SSCs), Standards Setting Bodies (SSBs), Professional/Industry body,
and/or associated Assessment Strategy requires professionals within each sector to complete a
predetermined number of CPD hours throughout the year to maintain their level of knowledge and
competency. Pearson is required to conﬁrm that you have maintained your professional
development throughout the year within each PSA for which you hold an SV / EE role.
You are therefore asked to complete and submit details of the CPD you have completed in relation
to all sector(s) for which you carry out the role of SV / EE. This information will be shared with your
SSV(s) / SEE(s) who will provide you with comments and feedback of the CPD completed and in
consultation with Pearson determining whether you have the required level to continue in the role.
Please follow the below steps to complete and submit your completed CPD.
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Timeline for Submission
We are looking to collect and review all CPD submissions within the below timeline.
2nd January 2018

Request CPD from SVs / EEs

2nd January to 22nd January

SV / EE CPD submission window open

15th January to 23rd February

CPD review window by SSVs, SEEs and PSMs

5 March to 9 March

Comments forwarded to SVs / EEs.

th

th

Guidance
A) Continuous Professional Development requirements
You will have received an email from svreports@pearson.com (subject line: 2017 CPD Submission
Required for Review) detailing the Principal Sector Area(s) for which you have been ﬂagged as an SV /
EE. In some cases this will be more than one PSA.
Step 1

Identify Principal Sector Area(s)
Within the email you will have information on the sector areas which you will need to
provide an account for CPD completed

Step 2

Identify Requirements
Using the CPD Sector Groupings document identify the minimum hours required for
your sector or sectors enclosed within your email (subject line: CPD Submission
Required for Review).
Please Note: If you have been recruited and ﬂagged for more than one sector you will
need to submit suﬃcient details of CPD for all sectors. Details of how to do this can be
found in section 2.B, step 3a.

B) Completing the online CPD form
Your email will contain a link to the online form which you will be required to complete. Please refer
back to your email for this.
Step 1

Open online submission form
Open the link contained within your email. You will be led through to the online form,
the ﬁrst page of which will appear as in ﬁgure 1.

Step 2

Complete your details

Please ensure the required details are correct, including your Associate
number which can also be found in your email. Click Next.
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Figure 1. First page of the CPD Submission Form
Step 3

Complete 1st CPD entry
On the next page you will be asked to complete details of your ﬁrst CPD entry. This
should relate to one activity carried out (e.g. course attendance, extended period of
study, lecture attendance).
Please Note: You should not include all the CPD you have completed in one entry. You
will be given the opportunity to make up to 10 entries using this form.
a. Dates and time completed
The ﬁrst step is to deﬁne the start and end date of the activity. You will also need to
include the number of hours completed, or to be completed. This should be entered in
the ﬁrst three sections of the form as seen in ﬁgure 2.

Figure 2. Date and hours completed.
b. Details of activity completed
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The subsequent section asks for you to complete details of the activity undertaken.
Please include relevant information here.

Figure 3. Further information about CPD completed.
c. Identify sectors relevant to this CPD entry.
If your email contained 1 Principal Sector Area (PSA) please select this option for
each entry you make.
If your email contained more than one PSA you will need to identify which sector(s)
this CPD entry relates to. It could be relevant to one or more sectors for which you
have been ﬂagged and it will be down to your discretion as to which areas you believe
this relates to.
SVs / EEs ﬂagged for between 2 and 5 PSAs you will have the option to use the
dropdowns as indicated in ﬁgure 4.
SVs / EEs ﬂagged for 6 or more PSAs will need to copy the relevant PSAs into the free
text box. Please ensure these are as deﬁned in the email.

Figure 4. You can select up to 5 PSAs for which this CPD entry is relevant if applicable.
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Figure 5. Where you have been ﬂagged for 6 or more PSAs you will need to include all
relevant PSAs in the free text box available.
Step 4

Submitting subsequent entries
You will be able to submit up to 10 CPD entries using this form. At the end of each
entry you will be given the option to provide more entries (ﬁgure 6).
Select ‘Yes’ to make further entries, select ‘No’ if you have no further entries to make.
Once you have made your selection click Next and you will be directed to either a new
entry page or the submission page.

Figure 6. Selecting subsequent entries if required.
Step 5

Submitting CPD form
Once you have completed all entries you wish to make and selected ‘No’ from Step 4,
you will be directed to the submission page.
You must check the robot box and click submit, on the submission page (ﬁgure 7).

Figure 7. Check the box conﬁrming you are not a robot and then Click the submit
button
Please Note: You will then see a message informing you that your form has been
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submitted. If you do not click submit before closing your browser we will not receive
the information you have included and you will need to go through this process again.

4. FAQs
This section should cover some of the questions you may have relating to the submission of
CPD.
Where can I ﬁnd out the CPD hours for my Principal Sector Area(s)?
CPD hour requirements can be found in the Principal Sector Areas Grouping document.
Which sectors do I need to include in my CPD submission form?
You only need to include CPD relevant to the sectors detailed in the email you received. If you have
completed CPD which relates to the sectors detailed as well as other sectors not detailed in your
email this should also be included in the CPD submission form.
It will also help if you state which sector area (or sector ﬂag) the CPD you submit relates to, such as if
you select Health Service Sciences as the PSA then please conﬁrm if it relates to Pharmacy,
Pathology, Optical etc. You can state this anywhere on the form. It’s important to submit CPD
relevant to each of the sector ﬂags which you hold within each PSA.
Do I need to submit separate forms for diﬀerent sectors?
No – if you have been identiﬁed for more than one sector you can include all relevant information in
one form for up to 10 CPD entries.
However, you must indicate which sector area the CPD entry relates to by using the drop-down
sections in step 3c.
I have been identiﬁed for more than one sector, can I just submit CPD relevant to one sector?
No – You should submit CPD relevant to all sectors detailed in your email. Please be aware if you do
not submit suﬃcient CPD entries you may not be able to carry out the role of SV / EE.
You can indicate whether the CPD entry is relevant to one or more sector areas when completing the
form.
Do I need to submit all the CPD I have completed in the year?
No – you will only need to submit CPD relevant to the sectors included in your email.
Can I make amendments once I have submitted my form?
No - You will not be able to make amendments to the form after you have made a submission. If you
have submitted incorrect information please email details of the amendment required.
What if I have more than 10 CPD entries to make?
If you have more than 10 CPD entries please follow guidance within the form which will direct you at
the appropriate stage.
Can I have a copy of my CPD submission?
You will receive a copy of your CPD submission details once we have received and reviewed
comments from your SSV / SEE. This may take around 2 months from the date of submission. If you
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would like to make a copy of your submission we recommend you copy and paste the information
into a document (word or excel) as you progress.
What happens if my CPD is not suﬃcient for the role?
Please do complete the CPD form providing as much evidence as possible. Once the information has
been reviewed your Subject Leader will contact you accordingly.
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