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[COMPANY NAME] – HR FORM
CPD RECORD
A simple record of the learning you do at work – courses, toolbox talks, on-the-job coaching and more – and how it helps you and the team.
	Reference
	Version
	Date issued
	Review date

	ARB-HR-014
	2.0
	[DD/MM/YYYY]
	[DD/MM/YYYY]



	At a glance

	What it is for
	Keeping track of your Continuing Professional Development (CPD) so you can see your progress and prove your competence.

	Who fills it in
	The employee fills in Sections 1–5. The Team Leader or Manager fills in Section 6.

	When
	Start it at your development meeting. Add to it every time you learn something. Review it at each development meeting.

	Time needed
	About 10 minutes to start. A couple of minutes each time you add an entry.

	You will need
	Dates, certificates or attendance records for any training you have done.

	Where it goes
	Your personnel file (paper or digital). Copies of certificates go in the training records and training matrix.



	Guidance for the business owner – remove before issue
Replace everything in [red] and delete this box before use.
CPD evidence is regularly asked for in Arboricultural Association, CHAS, SafeContractor and Constructionline audits, and in tenders. A short, honest record kept up to date is worth far more than a long form filled in once a year.
Link this form to your Employee Development Form (ARB-HR-020), Development Meeting Record (ARB-HR-021) and training matrix.



How to use this form
	1
	Fill in your details below, then write down 1–3 things you want to learn in Section 1.

	2
	Every time you do some learning – a course, a toolbox talk, shadowing a climber – add a line to the log in Section 2. Do it the same week, while you remember.

	3
	Before your development meeting, spend 5 minutes on Sections 3–5.

	4
	Bring the form to the meeting. Your Team Leader or Manager completes Section 6 with you.



	Employee name
	
	Job title
	

	Team Leader / Manager
	
	Review period
	

	Date started
	
	Next review date
	




	1
	Your development goals
Section 1 of 6  ·  About 5 minutes  ·  Employee



	What would you like to get better at, or learn, in this review period?
For example: "Get more confident with rigging", "Learn to use the new stump grinder", "Improve my plant identification".

	



	Are there any qualifications you would like to achieve?
For example: NPTC / Lantra units, first aid at work (+F), PA1/PA6, CS38 aerial rescue refresher, a Level 2 or 3 arboriculture qualification.

	



	Are there any new responsibilities you would like to prepare for?
For example: leading a crew, carrying out site-specific risk assessments, training a new starter.

	




	2
	Learning log
Section 2 of 6  ·  A couple of minutes each time  ·  Employee



Add one line for each piece of learning. Short answers are fine – a few words is enough.
Types of learning (add the type in column 2)
	☐  Training course
	☐  Refresher / reassessment
	☐  Toolbox talk

	☐  On-the-job coaching
	☐  Shadowing / mentoring
	☐  Webinar or online course

	☐  Industry event or show
	☐  Reading or video
	☐  Practical experience

	☐  Other
	
	



	Date
	What did you do? (and type)
	Hrs
	What did you learn, and how will it help at work?
	Evidence kept? ✓

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Tip
Keep a photo of any certificate or attendance sheet on your phone and send it to the office the same day.




	3
	Putting learning into practice
Section 3 of 6  ·  About 3 minutes  ·  Employee



Have you been able to use what you learnt?
	☐  Yes
	☐  Partly
	☐  Not yet



	Give one example
For example: "After the rigging refresher I set up a speed line on the Smith job and the lowering went much more smoothly."

	



What has your learning improved? Tick all that apply.
	☐  Safety
	☐  Quality of work
	☐  Customer service

	☐  Productivity
	☐  Leadership
	☐  Communication

	☐  Environment and biosecurity
	☐  Compliance and paperwork
	☐  Other




	4
	Sharing what you know
Section 4 of 6  ·  About 2 minutes  ·  Employee



Have you shared your learning with others? How?
	☐  Toolbox talk
	☐  Mentoring a colleague
	☐  Team meeting

	☐  On-site coaching
	☐  Other
	☐  Not yet



	Comments

	




	5
	Looking back and looking ahead
Section 5 of 6  ·  About 3 minutes  ·  Employee



	What has been your biggest learning achievement this period?

	



	What would you like to learn next?

	



	Is anything getting in the way of your development?
For example: time, cost, confidence, getting to courses, reading or writing, a health issue you would like support with. There are no wrong answers.

	




	6
	Manager review
Section 6 of 6  ·  About 10 minutes  ·  Team Leader / Manager, with the employee



	Manager comments

	



	Development agreed
	Who arranges it
	By when
	Paid by / approved?

	
	
	
	

	
	
	
	

	
	
	
	



	Next review date
	



	What this means for you
This record belongs to you as much as to the business. Use it to show what you can do, ask for the training you want, and keep track of certificates before they expire.



We have discussed this CPD record and agree the actions above.
	
	Employee
	Team Leader / Manager

	Name
	
	

	Signature
	
	

	Date
	
	



Related documents
	Reference
	Document

	ARB-HR-020
	Employee Development Form

	ARB-HR-021
	Employee Development Meeting Record

	ARB-HR-015 to 019
	Job Descriptions (training and CPD expectations)

	[ref]
	Training Matrix and Training Records



Document control
	Document
	CPD Record (ARB-HR-014)

	Owner
	Company Director

	Approved by
	[Name, role]

	Status
	Controlled template – Live once approved

	Review
	At least every 12 months, and sooner if the law, guidance or the way you work changes



	Ver.
	Date
	Author
	Summary of changes

	1.0
	01/07/2026
	Arborella Consultancy Ltd
	Initial release

	2.0
	23/09/2026
	Arborella Consultancy Ltd
	Rewritten in AOS v2 ADHD-friendly format: at-a-glance panel, numbered steps, section progress, prompts with arboricultural examples, evidence column, manager action table.
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