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How to log CPD hours on your myCILEx account

You need to go onto the CILEx website (www.cilex.org.uk) then select myCILEx in
the top right hand corner.
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You will then be required to enter your myCILEx details.
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You will then need to select CPD online which can be found in the ‘For members’
box.
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Welcome to myCILEx ® Guide to setting up your own legal business (PDF,

Your online account where you can update your contact details, record your CPD and find out what's new. 5MB)
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You will need to scroll down the page and select ‘Record and when complete,
submit, your annual CPD Activity’
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note that the activities you have previously undertaken for CPD hours can still count towards your requirements under the new
Guide to recording CPD scheme

Recard CPD Activity For more information please see the guide for Fellows on the CILEx website which outlines the new scheme:

View CPD History
hitp:/fwww.cilex.org.ukimembership/cpdicpd_resources/brief_cpd_guidesffellows,_aps,_legal_accounts.aspx

Current CPD Handbaok

Graduates and Legal Accounts Members are required to undertake a minimum of 12 hours of CPD + 1 professionalism activity; and
CPD 2013 Pilot

P Gonduc Associate members are required to undertake a minimum of 8 hours of CPD + 1 professionalism activity.

Practice advice ‘Your professionalism activity should be logged onto the new outcomes section of your logbook, with your hours logged under the
normal hours section.

Guide to recording CPD

To support with recording CPD there is a downloadable CPD infographic which takes you through the key steps to recording your
CPD on myCILEx. To download please click the following link: How to Complete Your CPD Logbook

Ifyou are unable to submit your CPD record by 30 September 2015 you can apply for an extension from 1 July 2015, if granted it
will give you an additional 3 months to complete and submit you online logbook. You will need to
email CPD@cilexregulation.org.uk requesting an extension to complete your 2014/15 CPD

Further information about your CPD requirements can be found on the CPD resources section of the CILEx website, follow this link.

< Record and when complete. submit. your annual CPD Activi >
View and print CPD activity Record and submit CPD activity

Detailed guidance on the CILEx CPD Scheme

Once you have selected this the screen below will appear, you then need to select
‘Add new hours based CPD record’
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The 2015/16 CPD year commences on 1 October 2015 and ends on 30 September 2016. Your CPD must be logged and
submitted by 30 September 2016,

If you are a Fellow, Asscciate Prosecutor or Legal Accounts Executive you will be required to undertake and submit at
least 9 entries. with at least 1 entry in professionalism

Graduate members, Legal Accounts members and Asscciate members will be required te submit their hours requirement
with the additional professionalism entry. For further infermation on your 2014/15 CPD requirements please click here.

Your entries and professionalism entry will need to be logged in the cutcemes part of your loghook (this is available
beneath the hours secticn), with your hours being logged in the usual hours section

At least half of the CPD must be within your specialist area; unless you are a Fellow, Associate Prosecutor or Legal
Accounts Executive. Your specialist area(s) is listed below and you can update your specialism profile online now by
updating your "Persenal Profile” or by clicking here

If you have any problems or queries please contact CILEx at cpd@cilexregulation.org.uk

Your Area(s) of Specialisation is recorded as follows;
Mo Specialism recorded. please update your specialism profile here

CPD 2014/5 Standard CPD Summary
FPZ L wours TOT : 20145 Stancaru «. = Total CPD Hours: 0.00 Specialism: 0.00

Add new 2015 CPD record (hours based)
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Add CPD Record

CPD Year ais
Activty Date [ — ek
CPD Type: [

Nen-CPD Activity o

Specialism Related [w]

Description
(max 255 chars)

Organiser [ |
Course Code: [ |
CPD Hours / Duraticn k|

Commen its
(max 255 chars)

Submit “ Back To Summary

You will then be required to enter your CPD hours onto the system; you need to
ensure that you enter the following for each section.

Activity date - The date which you completed the activity

CPD Type - You need to select from the drop down bar what activity you undertook
Non-CPD Activity - We suggest that members avoid selecting this option as any
activity logged when this is ticked will not be counted toward the overall CPD hours,
unless it is something that you wish to record but was not CPD

Specialism Related - If the activity falls within your specialist area of practice then
you should tick this box

Description - Explain what the activity was, e.g. course title, subject studied, area
of research etc.

Organiser — Details of the course provider (not a compulsory field)

Course Code — Course reference (not a compulsory field)

CPD Hours/Duration - You need to select from the drop down bar how long the
activity took (please note the system counts in half hours)

Comments - Any additional comments you would like to add can be logged in this
section (not a compulsory field)

*Please ensure that you do no go over the character limit in each section; the
character limit counts letters, spaces and punctuation.
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Once you are happy with your hours entry you then need to press submit.
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Add CPD Record

CPD Year.
Activily Date. Rl ra—_ Al
CPD Type: [Academic or professions study v |4
Non-CPD Activity: (]
Specialism Related: rd
Description: L§ Family Practice Revisien Day
(max 255 chars)

44
Organiser: [CILEx Law School |
Course Code: [ |
CPD Hours / Duration o0 w4
Comments: |
(max 255 chars)
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Once you have pressed submit it will take you back to the CPD summary page which
gives you an overview of what you have already logged. You are then able to add
your next CPD hours entry.
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CPD Summary -

The 2015/16 CPD year commences on 1 October 2015 and ends on 30 September 2016. Your CPD must be logged and
submitted by 30 September 2016.

If you are a Fellow. Associate Prosecutor or Legal Accounts Executive you will be required to undertake and submit at
least & entries, with at least 1 entry in professionalism.

Graduate members, Legal Accounts members and Associate members will be required to submit their hours requirement
with the additicnal professionalism entry. For further information on your 2014/15 CPD requirements please click here

Your entries and professionalism entry will need to be logged in the outcomes part of your logbock (this is available
beneath the hours section), with your hours being legged in the usual hours section

At least half of the CPD must be within your specialist area; unless you are a Fellow, Asscciate Prosecutor or Legal
Accounts Executive. Your specialist area(s) is listed below and you can update your specialism profile enline now by
updating your "Perscnal Prefile” or by clicking here.

If you have any problems or queries please contact CILEx at cpd@cilexregulation.org.uk

Your Area(s) of Specialisation is recorded as follows;
No Specialism recorded, please update your specialism profile here

CPD 2014/5 Standard CPD Summary

‘CPD Hours for : 2014/5 Standard CPD Total CPD Hours: 6.00 Specialism: 6.00
Acfivity Date  Type Specialism Descripion CPD Value

18 May 2015 Academic or professional study Yes LG Family Practios Revision Day 8.00 [ fiew / Edit

| Add new 2015 hours based CPD record |

CPD Outcomes for : 2014/5 Standard CPD Total CPD Outcomes: 0 Planned: 0 Controlled: 0




