Welcome to our CPD programme
Victoria Darragh – Founder of EPAA

CPD (Continuing Professional Development) is the route to true professionalism for UK EA/
PA professionals.
When I first became involved with the wider profession, we HAD to complete a certain
amount of CPD hours or activities to maintain membership of professional bodies. There
were many benefits to this; not least that I could prove to my employers that I had
consistently kept up to date with the latest learning and development.
It is important to note that in many other professions across the UK, people have to
undertake CPD in order to be able to practice in their chosen profession. Life could not be
more different when it comes to the EA/PA world.
It has been sad to see a steady decline over the last decade, of EA/PA professionals
not being part of a CPD programme or scheme. I feel that this is one of many reasons
UK employers and the public at large do not see us as a “real” profession. There are no
standards or levels to adhere to and it differs widely from one EA to the next, as to how
much learning and development has been undertaken during any given year and what
that L&D might have been.
For the profession to obtain the credibility it desires, things have to change. EPAA is certainly
making big inroads into defining professional standards and one of the ways in which we
will do this is via this CPD programme.
Whilst I would have been keen to have made this a mandatory requirement for all members
to undertake CPD and be part of the programme, the EA/PA profession is not ready to
make that move yet. So this is an optional benefit for you to take advantage of.

Through our programme, we are giving EPAA members the opportunity to work towards
becoming an EA/PA practitioner. By virtue of the word “practitioner”, UK employers can be
assured that those members working towards practitioner status are ‘a person engaged in
the practice of a profession or occupation’.
EPAA members who take part in the programme should do so with a certain level of
commitment. Simply stating you are “too busy” and “don’t have the time” will mean that
you won’t reach the credit levels necessary to become a practitioner. CPD programmes
require the participant to be active in keeping CPD records up to date and perhaps putting
together a more structured career plan, identifying where the skill gaps exist.
The good news is that CPD has moved on a lot since a decade ago, in as much as CPD
activities are no longer confined to just the classroom! They now take the shape of reading
books, listening to podcasts, delivering and receiving coaching and mentoring and beyond.
We look forward to welcoming members to the programme and are excited that we could
be awarding our first practitioners in 2019!

What is CPD and why take part in the programme?

CPD is referred to as Continuing Professional Development, or Continued Professional
Development. For the purposes of the EPAA programme, we use the phrase ‘Continuing
Professional Development’.
The true nature of taking part in a CPD programme is to ensure that you are proactive in
learning and development, actively taking on board new knowledge and skills in order to
stay on top of your game as an EA/PA professional.

There are many benefits to taking part in a CPD programme

The CPD process follows a very simple framework:

How do I record my CPD?

Each member who signs up to the EPAA programme will be required to log CPD activities
via the member area of our website. When you enter the CPD section of the member area,
you will find a short form to complete. On many occasions there will be a need (especially
with non-EPAA CPD activities) to submit evidence as part of this process.
Once you complete each form, this will be sent to our CPD Coordinator. They will ensure
this is captured in your member profile and added to your annual portfolio record.
You will not undertake all of your CPD activities with EPAA and thus it will be a combination
of EPAA, external providers, other networks and internal learnings which will assist in the
completion of your annual record.

What evidence will I need to submit?

Evidence will need to be submitted on many occasions during your interaction with the
programme, especially for activities that are undertaken at work (internally), or via your
local Regional PA Network, or perhaps with a different training provider.
For example, if you attend a development networking evening with your local network, you
will need to ensure the network leader or organiser of that event signs a letter to confirm
your attendance.
You will find that some providers are perhaps not set up with their own letter or certificate
of attendance. A template letter can be found in the member area of the EPAA website,
which can be sent to the organiser of the event or network leader. The organiser/leader will
need to sign and date the letter. This will then need to be uploaded in the submission form.
If you have completed a training course or qualification, or attended a conference, a
copy of the certificate of attendance you receive will be the evidence you can submit via
the EPAA form.
Should the submission form not be completed correctly, and there is insufficient evidence
or no evidence attached, this will not be accepted as part of your credits. The CPD
Coordinator will inform you if this is the case, so that you can take the necessary steps to
correct this.
Evidence will NOT need to be submitted if it is an EPAA event, training day or conference
you have attended. We will take care of this for you. You will, however, still need to complete
and submit the form.

When do I receive my electronic certificates?

Electronic certificates are kept as part of your online profile with us. However, we also send
a copy to you each month.
For example if you submit a form during August and before the end of the month, you will
receive your electronic certificate during the first week of the next calendar month.
Please note, we only distribute these once a month. If you are late in tendering your
submission to us, you will simply need to wait until the next calendar month before receiving
your certificate. Please note we do not provide them in person at EPAA events.

What happens at the end of my CPD year?

When your CPD has been completed for the calendar year, you will receive a professional
career portfolio via email and also via post. This portfolio (should it be completed), will be
fully signed off by EPAA and can be used in a variety of ways – for example, in your annual
appraisal or to give you an advantage if you are searching for a new role in the profession.
More importantly, it is proof that you have kept up to date with key skills and that you have
taken responsibility for your own development.

Can I backdate my CPD activities?

We are allowing all members, of all levels, to backdate any CPD activities from 1st January
2017. This is regardless of whether you were a member of EPAA at this time.
We encourage those joining the scheme now, to look back at what you have achieved
so far, in terms of learning and development, and see what could possibly be put towards
your portfolio.

What happens if my membership expires during my CPD year and I do not
wish to renew?

If your membership expires during your CPD year and you do not wish to renew, you will
simply be sent your portfolio as it stands at the point of termination of the membership. We
will not be able to certify a whole year for you, but you will receive all credits and certificates
earned up until that point.

On EPAA events, webinars, conferences and training days, you will find an EPAA logo with
the amount of credits awarded to that particular activity on the programme or booking
page.
If you have undertaken a CPD activity and are not sure what level of credits to submit for,
then please contact Jacquie Steel (CPD@epaa.org.uk) who will assist you further.

What is not included?

Please note that, whilst we support social EA/PA networking events as a great way to aid
networking, these are not considered as a structured CPD activity, so therefore credits will
not be awarded for such events.
Anything that is related to a regular part of your role or for which are you paid, is also not
included in the table below.

How do I achieve Practitioner Status?

Associate (AEPAA) and Affiliate Professional (APEPAA) levels of membership who sign
up to the programme, need to commit to obtaining 30 CPD credits per year, in order to
successfully be awarded the EPAA credits.
Both these levels are NOT eligible for Practitioner status. However, after two consecutive
years of undertaking the programme, you can use this to upgrade to the next level of
membership – unless you have upgraded via experience levels during this time.
Fellow (FEPAA) and Member (MEPAA) levels of membership need to commit to obtaining
a minimum of 40 CPD credits per year in order to successfully complete the annual
programme and be awarded practitioner status. Only these membership levels can work
towards practitioner status and this is after two consecutive calendar years of undertaking
the programme.
After this time you will be entitled to use the following letters after your membership grade.

FEPAA Practitioner
MEPAA Practitioner
For further assistance on EPAA's CPD please contact Jacquie Steel (CPD@epaa.org.uk)

