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Revisions to the TPP Requirements 
 

Three important changes have been made to provide greater choice between the 
TPP competence requirements, and to clarify what is expected of candidates. 
 
1 The Mandatory requirement for Unit A6, Stakeholder Engagement, is now 

Experience, rather than Proficiency.  Thus, of the Section A, Technical, 
Units, only A3, Data, has a Mandatory Proficiency requirement. 

 
2 The restriction that only one of A4, Transport Models and Forecasting, and 

A5, Assessment, can be selected as an additional Proficiency Unit has 
been removed.  Both can now be selected. 

 
3 In addition to the Mandatory requirements, candidates now have a choice 

between selecting either 

 four additional Proficiency Units and one additional Experience Unit   
or 

 three additional Proficiency and three additional Experience Units 
 
The additional Proficiency Units can be chosen from both the Mandatory Set of 
Units (A1 to A6) and Choice Set of Units (A7 to A10).   
 
The additional Experience Units must be chosen from the four Choice Set Units 
(other than those selected as the candidate‟s additional Proficiency Units). 
 
In addition to these changes: 

 Unit A4 is now titled Transport Models and Forecasting to make it clear that 
the qualification requires Experience in the use of models in the preparation 
of forecasts as well as in their development. 

 the detailed descriptions of many of the Section A, Technical, Units have 
been revised to make it clear that while candidates do not need to 
demonstrate Experience or Proficiency in every one of the items listed 
when completing their Portfolio of Experience, they may be asked to 
demonstrate their competence in any such item during their Professional 
Review interview.  In this context “demonstrating their competence” means 
that they need to show that they fully understand the item and its relevance 
to the work of transport planning professionals, even though they might not 
have direct experience.   
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1 Introduction 
 

1.1 The Transport Planning Professional (TPP) qualification has been developed 
by the Chartered Institution of Highways and Transportation (CIHT) and the 
Transport Planning Society (TPS).  It is based on the National Occupational 
Standards (NOS) for Transport Planning developed by GoSkills and TPS. The 
qualification has been designed to provide professional recognition for 
transport planners at a level that equates to that of Chartered Engineer. 

 
1.2  The qualification is managed by the TPP Professional Standards Committee, 

 a joint CIHT and TPS body, and is administered by CIHT on behalf of both 
 organisations. 

 
1.3 An overview of the qualification, of the requirements that need to be satisfied 

and of the routes open to those wishing to achieve it are set out in “The 
Transport Professional Qualification, Overview, Requirements and Routes”, 
available at www.tpprofessional.org   

 
1.4 The qualification requires evidence of competence in a range of technical 

transport planning skills as well as in management, in communications skills 
and in professional commitment.  The technical skills are referred to as 
Section A, whilst those of a more generic nature are described as Section B.  
The Section A Technical, skill requirements are based on the NOS for 
Transport Planning1, whilst the Section B, Management, skill requirements are 
based on standards produced by the Engineering Council for Chartered 
Engineers.   

  
1.5 The qualification is also based on four levels of professional competence 

 Awareness: a general understanding of a particular area, including an 
appreciation of its relevance. 

 Knowledge: an understanding of how a requirement can be satisfied, 
in addition to a general awareness. 

 Experience: an ability to carry out work under supervision, with the 
underpinning knowledge. 

 Proficiency: an ability to carry out work without supervision and to 
supervise others, based on both experience and the underpinning 
knowledge. 

  
1.6 Essentially, there are three key steps to obtaining the qualification: 

1 learning: obtaining the knowledge that underpins professional 
competence. 

2 experience: gaining the ability to undertake transport planning work, 
across much of the breadth of transport planning, as well as the 
competence to supervise others in some types of work.  For graduates, 
obtaining these competences should be expected to require at least 
five years of post-graduation work as a transport planner.  

                                           
1The NOS are available at www.goskills.org/Client/industry_noc.aspx?id=9. 
 

http://www.tpprofessional.org/
http://www.goskills.org/Client/industry_noc.aspx?id=9
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3 the Professional Review: demonstrating professional competence and 
personal commitment through a Portfolio of Evidence and an interview. 

 
1.7 This document is concerned with that last stage, the preparation of the 

Portfolio of Evidence and the Professional Review.  It assumes that 
candidates:  

 are a member of the Chartered Institution of Highways and 
Transportation (CIHT) and/or the Transport Planning Society (TPS); 
and  

 have demonstrated they have the necessary learning, through one of 
the four routes described in the „The Transport Planning Professional 
Qualification: Overview, Requirements and Routes‟ document, available 
at www.tpprofessional.org 

 
1.8 Candidates who are just TPS members (and not also CIHT members) need to 

apply to TPS for Designated membership of the Society at the same time as 
submitting their application for a TPP Professional Review. Designated 
Membership is a special class of TPS membership for all those who hold the 
TPP qualification.   They should contact the Society‟s Secretary at 
info@tps.org.uk 

 
1.9 It is important to note that all those who have obtained the TPP qualification 

are required to keep their skills up to date by undertaking at least 25 hours of 
Continuing Professional Development (CPD) a year and to conform with the 
Professional Conduct requirements of either CIHT or TPS, whichever they are 
a member of.  Copies of the CIHT and TPS documents on CPD and 
Professional Conduct are available at www.tpprofessional.org 

 
1.10 In preparing their Portfolio of Evidence and getting ready for their Professional 

Review, if at all possible, candidates should be advised by a Mentor.  Usually 
the Mentor will be someone who understands the TPP qualification and its 
requirements. Ideally they will be someone who has received some training in 
working as a Mentor, and who is also familiar with the candidate and their 
work.   But, if a trained Mentor is not available, an experienced transport 
planner who has carefully studied the TPP requirements should be able to 
provide useful advice.  

 
1.11 The structure of the remainder of this document is that the next two Sections 

provide an overview of the Technical and Management competences required 
for the qualification.  These are followed by Sections on the Portfolio of 
Evidence and the Professional Review.  There is then a Section on the 
procedures that can apply following the Professional Review, with a final 
Section on the continuing requirements to retain the TPP qualification. 

 
1.12 The first two Appendices provide a detailed specification of the Section A 

(Technical) requirements and the Section B (Management) requirements.  
These are followed by Appendix C, which contains an example of a CPD 
record sheet, and Appendix D a check list of the documents required for 
submission of the application for Professional Review. 

http://www.tpprofessional.org/
http://www.tpprofessional.org/
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2 The Section A, Technical, Competences 
2.1 Candidates must be able to demonstrate an ability to work across a range of 

the skills covered by transport planning as well as an ability to work 
unsupervised or to supervise others in some of them. These skills are defined 
in ten Units, in four groups: 
Policies and Regulations:  
A1 The policy context 
A2 Laws and regulations 
Tools and Techniques 
A3 Data 
A4 Transport models and forecasting 
A5 Assessment 
A6 Stakeholder engagement 
Design 
A7 Developing strategic and master plans for transport 
A8 Applying the principles of transport systems design 
Operations 
A9 Travel planning 
A10 The commercial and operational management of transport systems. 

 
2.2 The requirements for each of these Units are described in detail in Appendix 

A.  However, one important requirement, which applies across all those that 
are relevant, is that of competence across modes; a professional transport 
planner should be able to work in different modal contexts and, particularly, in 
multi-modal contexts.   

 
2.3 Where there are formal differences in policy and/or practice between the four 

UK countries, reflecting devolution the relevant arrangements, competence 
should be demonstrated in the context of the country in which the candidates 
usually works.  Whilst experience from outside the UK can be included, the 
primary requirement is to demonstrate competence in a UK context.   

 
2.4 Six of the Units (A1 to A6) are described as the Mandatory Set. Candidates 

are required to demonstrate Proficiency in one of these: A3 (Data) and 
Experience in each of the other five. 

 
2.5 The remaining four Units (A7 to A10) are described as the Choice Set, in that 

candidates can choose in which Units they wish to demonstrate Experience, 
or Proficiency, as described below. For any Choice Set Units which they have 
not selected for Experience or Proficiency, candidates must be able to 
demonstrate Awareness. 

 
2.6 In addition, to the requirements relating to the Mandatory Set, candidates must 

demonstrate either  

 Proficiency in four Units and Experience in one other Unit 
or 

 Proficiency in three Units and Experience in three other Units. 
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These are referred to as the “additional requirements”. 
 

2.7 The additional Proficiency requirements, whether four or three, can be met by 
choosing from any of the nine Units for which Proficiency is not a Mandatory 
requirement. Thus, the additional Proficiency Units can be chosen from: 
The Mandatory Set 
A1 The policy context 
A2 Laws and regulations 
A4 Transport models and forecasting 
A5 Assessment 
A6 Stakeholder engagement 
The Choice Set 
A7 Developing strategic and master plans for transport 
A8 Applying the principles of transport systems design 
A9 Travel planning 
A10 The commercial and operational management of transport systems. 
 

2.8 The additional Experience requirements, whether one or three Units, must be 
chosen from the Choice Set Units (A7 to A10). However, Experience cannot 
be selected for any Choice Set Unit selected for Proficiency. 

 
2.9 Finally, through the Professional Review, candidates must be able to 

demonstrate that they have the underpinning Knowledge for each Unit for 
which Experience or Proficiency is Mandatory as well as those Units they have 
selected for their additional Experience and Proficiency requirements, They 
are also required to be able to demonstrate Awareness for all other Section A 
Units. 

 
2.10 Figure 2.1, on the next page illustrates the Mandatory Units and the Units from 

which the additional Proficiency and Experience requirements can be met.  
 
 
3 The Section B, Management, Competences 
3.1 There are three Management, or Generic, Units in each of which candidates 

are required to demonstrate Proficiency.  They are: 
 B1 Professional leadership 
 B2 Interpersonal skills 
 B3 Commitment and professional conduct. 
 
3.2 Each of these is described in detail in Appendix B. 
 
 
4 The Portfolio of Evidence  
4.1 To demonstrate that their competence satisfies the qualification requirements, 

candidates must prepare a Portfolio of Evidence using the standard template, 
included at the end of this document and available at www.tpprofessional.org 
or from CIHT.  Three copies of the documents must be sent to CIHT by the 
published deadline for set of Professional Reviews for which the candidate 
wants to be considered. 
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Figure 2.1 The Mandatory Units and the Units for Additional Requirements    
 
 
4.2 The Portfolio of Evidence should be presented and referenced clearly using 

the standard template included that the end of this document.  It must include: 
 

 a Professional Review application form including a passport-sized 
photograph signed on the back by your line manager, who must also 
write their name and job title.  

 

 copies of the candidate‟s relevant academic qualification certificates, 
authenticated by the candidate‟s line manager or mentor and/or a 
certificate demonstrating completion of an approved graduate training 
or professional development scheme. 
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A7 Developing strategic 
and masterplans 

A E or P 

A8 Principles of transport 
system design 

A E or P 

A9 Travel planning A E or P 

A10 Commercial and 
operational 
management of 
transport systems 

A E or P 

In addition to the 
Mandatory 
requirement, 
candidates must 
select  
either 

 four Units at 
Proficiency 
and one at 
Experience 

or 

 three Units at 
Proficiency 
and three at 
Experience 

from the Units 
identified in this 
column.  
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 a full CV, describing their education, positions held and experience to 
date. 

 

 an organisational chart showing where the candidate fits within their 
organisation, including key responsibilities and reporting lines. 

 

 a Project Synopsis, or synopses.  All candidates must submit a 
summary of no more than 1,200 words describing up to three projects 
that demonstrate the breadth and depth of their competence relative to 
both the Section A and Section B requirements in which they are 
required and have chosen to demonstrate Experience and Proficiency.  
The term “project” can also include discrete tasks within larger projects. 
The synopsis, or synopses, will form the basis of a 15-20 minute 
presentation made by the candidate at the beginning of their 
Professional Review. 

 

 a complete set of Competence Record Forms, CRF, one for each of the 
ten Section A Units and one for each of the three Section B Units. .  
Candidates must use these to demonstrate, concisely, their 
competence at the highest level required or selected for Mandatory 
Units (A1 to A6 and B1 to B3), and at the level selected, ie Awareness 
Experience or Proficiency, for each of the four Section A Choice Set 
Units. The main text of each CRF should not exceed 500 words. 

 

 a CPD record showing the candidate has undertaken a minimum of 25 
hours of CPD a year for at least two years prior to the date of their 
submission. The records should be authenticated and signed by a line 
manager or mentor. 

   

 a Professional Development Plan which includes a 

 personal profile giving details of qualifications, experience and 
career aspirations in broad terms 

 SWOT (Strengths, Weaknesses, Opportunities and Threats) 
analysis to help identify professional development priorities 

 a 2-year Personal Progression Plan, showing the candidate‟s 
plans for professional development activities for the next two 
years. 

 
4.3 Candidates can also include additional documents, such as project reports or 

technical papers, in an Appendix to supplement information given on their 
CRFs and/or project synopsis/synopses.  However, if such documents are 
used, they must be of direct relevance to an item included in the CRF or 
Project Synopsis/Synopses, and the relevant text must be referred to by page 
and paragraph number(s), so the reviewers can easily and rapidly identify the 
relevant material. References to the appendix should be limited in number. 
Candidates should not assume that the reviewers will heed the Appendix 
unless precise cross references are provided.   
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4.4 The Portfolio of Evidence is the reviewers‟ main source of information on the 
candidate‟s competence, supplemented through the Professional Review 
interview. It is therefore very important that candidates prepare it with great 
care, making sure it fully reflects the breadth and depth of their experience, 
and proficiency in both transport planning and management skills. 

 
4.5 Although candidates should take note of advice given here and by their 

mentor, they are individually responsible for deciding how to present the 
information required, and for preparing it.  It is essential that the text of their 
Portfolio of Evidence is entirely their own work. 

 
4.6 Indeed, a key skill of any professional transport planner is being able to 

communicate well, orally and in writing.  Thus, the documents they submit 
should reflect their ability to communicate in writing.  They must be informative 
and succinct.  Those reviewing them must be easily able to understand 
exactly what a candidate has done.  Their ability to communicate well orally 
will be tested during the Professional Review. 

 
4.7 It is important that they select the project or projects for their project synopsis, 

or synopses, to demonstrate their competence across the Section A and 
Section B requirements, in both breadth and depth. 

 
4.8 It is also important that, in completing the CRFs and Project Synopsis, 

candidates focus on the role they, as an individual, played; on what they did.  
Even though they probably worked as a member of a team, the Professional 
Review is about the candidate‟s competence; it is not about their team‟s work.  

     
4.9 It is essential that candidates use the CRF to demonstrate the breadth of their 

competence across a variety of modes.  
 
4.10 Reference to a number of different projects (or other activities that 

demonstrate their relevant competence) on each CRF will usually demonstrate 
a candidates competence better than concentration on a single project. It is 
essential that each project, or other activity, is described separately, with the 
required information on the highest level of competence achieved in that 
particular item and their role in the project or activity.  

 
4.11 A sample pro-forma for the recording of CPD is provided in Appendix D.  

However, candidates may use an alternative system for recording CPD 
activity, for example that adopted by their employer or another professional 
body, provided it exhibits the key requirements of basing CPD on an 
assessment of development needs, reviewing the usefulness of the outputs 
against the individual‟s development needs; and totalling at least 25 hours a 
year of relevant development activity. 

 
4.12 The candidate‟s Professional Development Plan should include a personal 

profile giving details of their: 

 qualifications 

 experience 



The Portfolio of Evidence and Professional Review 
 
Requirements, Guidance and Template 
 

  

 

Page 8 

 career aspirations, in broad terms 

 any “gaps” identified 
 

4.13 The candidate‟s SWOT (Strengths, Weaknesses, Opportunities and Threats) 
analysis should identify their professional development priorities. Under 
Strengths they should consider:  

 what they do well 

 what unique resources they can draw on 

 what others see as their strengths 
 Under Weaknesses they should consider:  

 what they could improve 

 where they have fewer resources than others 

 what others are likely to see as their weaknesses 
 Under Opportunities they should consider:  

 what good opportunities are open to them 

 what trends they could take advantage of 

 how they can turn their weaknesses into strengths 
 Under Threats you should consider:  

 what trends could harm them 

 what others are doing 

 what threats their weaknesses expose them to 

 what unique resources they can draw on 

 what others see as their strengths. 
 
4.14 The candidate‟s Personal Progression Plan should show their planned 

professional development activities for the next two years.  The Plan should 
clearly recognise their SWOT analysis, and should list the knowledge, skills 
and experience they need to obtain, set against the proposals for how they are 
going to meet those needs. 

 
 
5 The Professional Review Interview 
5.1 The Professional Review interview is the means by which candidates 

demonstrate that they have achieved the required level of competence and 
commitment to be awarded the TPP qualification. It is also the means by 
which they demonstrate that their oral communication skills are of the standard 
required of a professional transport planner  

 
5.2 The interview is conducted by two trained reviewers who are experienced 

transport planners. It is possible that a new reviewer, being trained, or an 
independent auditor might be present, but they will only be observing – they 
will not take part in the interview or the subsequent assessment of the 
candidate. 

 
5.3 Before the review, the reviewers will have studied the candidate‟s Portfolio of 

Evidence and formulated a set of questions they plan to ask during the review 
interview.  
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5.4 Candidates should plan to arrive early, so they can check all the materials 
they are planning to use, and then sit quietly. If they are using a laptop, it is 
also advisable to boot it up just before the interview, to avoid using interview 
time for this. They should also have ensured that the laptop is fully charged 
before setting out for the interview, and that their presentation works as 
required. 

 
5.5 The review interview normally lasts between 75 and 90 minutes. Following 

brief introductions, the candidate will be asked to make a 15 - 20 minute 
presentation on the project or projects described in their Portfolio of Evidence.  
The reviewers will not normally interrupt during the course of the presentation 
other than, if necessary, to remind the candidate of their use of the time 
allocated. If the presentation is not completed within 20 minutes, the reviewers 
might ask the candidate to stop.  Indeed, the ability to present key information 
succinctly and effectively within a precise time window is an important aspect 
of the candidate‟s oral communications skills.   

 
5.6 It is recommended that candidates provide both reviewers with A4 hard copies 

of their presentation before they commence. Candidates may also use larger 
paper copies, a flip chart, no larger than A2 (which the candidate must 
provide) or their own laptop screen to make their presentation, but no digital 
projector or overhead projector will be available.   

 
5.7 While candidates can also use illustrative materials, such as reports, plans 

and photographs, to complement their presentations, they must consider the 
ease with which the reviewers will be able to see, and understand, this 
material, bearing in mind the time allocated for the presentation. 

 
5.8 On completion of the presentation, the reviewers will ask the candidate about 

their role on the project, or projects. They will be seeking to clarify any 
uncertainties whilst also testing the candidate‟s knowledge and understanding. 
Thus, it is very important that, in selecting their project, or projects, candidates 
choose ones in which they have played a key role, and about which they have 
a very thorough understanding. 

 
5.9 The reviewers will then ask candidates about work described in their Portfolio 

of Evidence and might ask questions about any other topic covered by the 
Section A and B requirements to help with the assessment of the candidate‟s 
professional competence.  Questions can relate to the candidate‟s experience 
and to their underlying Knowledge of any Experience or Proficiency Unit or to 
their Awareness of any other Unit.  

 
5.10 It is important that candidates appreciate that the Reviewers are seeking to 

assess their all round competence as a professional transport planner.  
 
5.11 The review will be completed by the reviewers inviting the candidate to make 

any additional points. 
 
5.12 Finally, the reviewers complete a review report form and agree a joint result 

recommendation. This will occur once the candidate has left the room.  
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6 After the Professional Review 

Confirmation and Notification of Results 

6.1 The reviewers‟ recommendation is considered by the TPP Professional 
Standards Committee, along with the Portfolio of Evidence, and a final 
decision reached.  

 
6.2 Candidates are notified of the outcome of their review by letter, usually within 

six weeks of the interview. Unsuccessful candidates are given guidance on 
areas in which they need to improve. 
 
TPP Registration 

6.3 The names of successful candidates are placed on a professional register, 
which is held by CIHT and TPS. In addition to their CIHT or TPS annual 
membership fee, successful TPP candidates are required to pay an annual 
registration fee. 
 
Appeals Procedure 

6.4 Candidates who have not been successful and consider their result to have 
been unjust have the right of appeal.   

 
6.5 An appeal must be received within six weeks of the candidate being notified of 

the results. The candidate should set out their grounds for appeal in writing to 
CIHT‟s Director of Education & Membership (DEM) together with a cheque for 
the appeals fee, payable to the Chartered Institution.  This fee is refundable 
only if the appeal is upheld. On receipt of the letter, the DEM will check the 
review file, resolve any queries and ensure that the grievance satisfies the 
appeals criteria.   

 
6.6 Normal grounds for appeal are where: 

1 the candidate has failed to demonstrate competence in one of the 
Section A or Section B Units. Candidates who fail to demonstrate 
competence in more than one of these Units cannot use this criterion as 
grounds for an appeal. 
or 

2 there has been a change in the qualification requirements immediately 
before the candidate‟s Professional Review  
or 

3 there have been serious administrative failings which the candidate 
believes prejudiced their chances of success. 

 
6.7 The appeal will not be accepted if it does not satisfy the criteria and the 

reasons will be explained in a letter to the candidate.  
 
6.8 If the appeal satisfies the criteria, a copy of the appeal letter, the result letter, 

the review report form and the candidate‟s CV will be sent to the reviewers, 
who will be asked to provide a short report addressing the grievances raised.  
The appellant‟s sponsors may also be contacted at this stage and their written 
views, together with any evidence of adverse circumstances not known at the 
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time of the review, will be requested. All relevant documentation will be 
presented to the next scheduled meeting of the TPP Professional Standards 
Committee. 

 
6.9 The TPP Professional Standards Committee will make one of the following 

decisions:  

 to uphold the reviewers‟ original recommendation; 

 to invite the candidate to re-sit at no cost; 

 to reverse the original decision. In this instance only, the appeal fee will 
be refunded together with any reasonable interview costs incurred 
where applicable. 

 
6.10 All appeals will be processed as quickly as is practicable, normally within three 

months of receipt of the appeal letter. Appellants will be notified of the TPP 
Professional Standards Committee‟s decision by the CIHT Director of 
Education & Membership. 

 
6.11 Any candidate who is dissatisfied with a decision of the TPP Professional 

Standards Committee may write formally to the President of CIHT, if they are 
an CIHT member, or the Chair of TPS, if they are a TPS member.  The 
President or Chair, as appropriate, will appoint an Appeals Panel of three 
senior members, who were not involved in the original decision, to consider 
the appeal independently and report their decision to the TPP Professional 
Standards Committee. The Appeals Panel may decide to interview the 
appellant, who will have to meet their own associated travel and subsistence 
costs. The decision of the Appeals Panel is final. 

 
 
7 Continuing Requirements 
7.1 Once someone has been awarded the TPP qualification, they are required to 

by keep their professional skills up to date by undertaking at least 25 hours of 
CPD a year and conforming with the Professional Conduct requirements of 
either CIHT or TPS, whichever they are a member of.  Copies of the CIHT and 
TPS documents on CPD and Professional Conduct are available at 
www.tpprofessional.org 

 
7.3 Anyone with the TPP qualification who is planning a career break should 

advise the TPP administration team at CIHT in advance of taking the break. 
During the break they are not permitted to work professionally using the TPP 
qualification.  On completing the break, they are required to undertake 
sufficient CPD to satisfy the TPP Professional Standards Committee that their 
core transport planning skills are up to date.   

 
 
8 Fees and Submission Dates 
8.1 Information on TPP fees and submission dates for Professional Review 

applications is given at www.tpprofessional.org     
 
 

http://www.tpprofessional.org/
http://www.tpprofessional.org/
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9 Further information  
9.1 Further information is available at www.tpprofessional.org 
 
9.2 For advice contact: 

Jennifer Rasteiro 
Qualifications Manager 
CIHT 
119 Britannia Walk  
London  
N1 7JE 
 

Tel: 020 7336 1579  
e-mail: education@CIHT.org.uk  

http://www.tpprofessional.org/
mailto:education@CIHT.org.uk
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A1 

APPENDIX A: The Section A, Technical, Experience and Proficiency 
Requirements 
 

Note: The Awareness and Knowledge requirements that underpin these Experience and 
Proficiency requirements are set out in set out in „The Transport Planning Professional 
Qualification, Overview, Requirements and Routes‟, available at www.tpprofessional.org   
 
 

Policies and Regulations  

These requirements are about the key frameworks within which Transport Planners work, 
and which they need to understand. 

A1 The Policy Context 

Depending on your choice of options, you need to demonstrate either Experience or 
Proficiency in this set of requirements relating to the policy and administrative framework 
within which transport schemes are developed, financed, assessed, monitored and 
reviewed.  The Reviewers might seek to assess your competence in:  

 planning transport projects in line with current national, regional and local policies, 
assessing the impact of these policies on transport policies, plans, projects and services. 

 contributing to the development of financing arrangements for transport schemes 
including the identification of appropriate types of finance. 

 contributing to the development or assessment of transport policy relating to local, 
regional or national transport. 

 monitoring and reviewing the performance of transport projects in the context of national, 
regional and local policies, including: 

 assessing their performance relative to the appropriate policy framework; 

 identifying possible and emerging policies that might impact on them.  

 

A2 Laws and Regulations  

Depending on your choice of options, you need to demonstrate either Experience or 
Proficiency in this set of requirements relating to the framework of laws, regulations and 
guidance within which transport planners work.  The Reviewers might seek to assess your 
competence in:: 

 equality and disability discrimination laws and regulations 

 health and safety laws and regulations 

 regulatory transport requirements  

 environmental impact regulations 

 planning laws and regulations  

in planning and designing transport policies, plans, projects and services, taking note of best 
practice. 

 

 

http://www.tpprofessional.org/


The Portfolio of Evidence and Professional Review 
 
Appendices 

 

 

 
A2 

Tools and Techniques  

These requirements relate to data, modelling and assessment in the development and 
assessment of transport policies, plans, projects and services. 

A3 Data 

You need to demonstrate Proficiency in this set of requirements relating to the collection, 
retrieval, analysis and interpretation of data for use in the development and assessment of 
transport policies, plans, projects and services. The Reviewers might seek to assess your 
competence in:  

 using existing sources of data, including the identification, assessment, extraction, 
analysis and interpretation of relevant existing data sets;  

 managing traffic and transport surveys, including designing and undertaking the surveys 
and initial processing of the data, to provide a clean data set ready for use; 

 analysing, interpreting and reporting transport survey data, including selection of 
appropriate software and the assessment of data quality and accuracy relative to its 
intended application. 

A4 Transport Models and Forecasting 

Depending on your choice of options, you need to demonstrate either Experience or 
Proficiency in this set of requirements relating to the use of traffic and transport models and 
related analysis techniques in the development, design and assessment of transport 
policies, plans and schemes. The Reviewers might seek to assess your competence in:  

 specifying and applying transport analysis techniques, such as qualitative and 
quantitative consumer and travel behaviour research (including stated and revealed 
preference), cross-sectional and longitudinal analyses, GIS and spatial analyses and 
accessibility analysis. 

 specifying, calibrating/estimating, validating traffic and transport models, and using them 
in the preparation of forecasts; 

Candidates should demonstrate a range of modelling experience, which should include the 
key elements (trip-end modelling, distribution/destination choice modelling, modal choice 
modelling and network modelling), as well as local and strategic modelling. 

A5 Assessment 

Depending on your choice of options, you need to demonstrate either Experience or 
Proficiency in this set of requirements relating the use of assessment techniques in the 
evaluation of transport policies, plans and schemes: 

 selecting, specifying and applying appropriate assessment techniques, including those 
relating to economic, safety, environmental, sustainability and financial impacts;  

 specifying approaches for determining robust targets against which the effectiveness 
and impacts of policies, plans and schemes can be monitored following implementation, 
and the implementation and analysis of monitoring programmes. 

It is essential that candidates can demonstrate experience in cost benefit analyses, including 
the standard procedures that apply in the country in which they normally work. 
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A6 Stakeholder engagement 

Depending on your choice of options, you need to demonstrate either Experience or 
Proficiency in this set of requirements relating the engagement of the community and 
stakeholders in the development of transport policies, plans, projects and services.  They 
include engaging with those involved and the media.  The Reviewers might seek to assess 
your competence in: 

 selecting suitable techniques for programmes for community involvement in proposals 
for transport policies, plans, projects and services; 

 planning and implementing community involvement programmes; 

 planning and managing stakeholder engagement programmes to obtain the views of 
stakeholders on transport needs and wishes, and on proposals for transport policies, 
plans, projects and services; 

 planning and managing carrying out public consultation to obtain the views on transport 
needs and wishes, and on proposals for transport policies, plans, projects and services. 
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Design 

These requirements relate to the application of transport planning expertise in the 
preparation of transport plans and the principles underlying the design of transport schemes. 

A7 Developing strategic and master plans for transport 

Depending on your choice of Units, you might need to demonstrate either Experience or 
Proficiency in this set of requirements relating the development of transport plans for the 
medium to longer term.  The Reviewers might seek to assess your competence in: 

 recognising the need to achieve the desired contribution to economic, social and 
environmental sustainability, locally and nationally; 

 determining the resources required for the implementation of plans; 

 preparing appropriate implementation programmes; 

 liaising with relevant organizations, taking account of their views and interests. 

 

A8 Applying the principles of transport systems design  

Depending on your choice of Units, you might need to demonstrate either Experience or 
Proficiency in this set of requirements relating the principal characteristics of transport 
systems and their relationship with integrated transport, accessibility, security, and health 
and safety, taking account of: 

 the needs and wishes of the users, and of other interested parties; 

 their potential and desired contribution to achieving economic, social and environmental 
sustainability, locally and nationally; 

 planning and designing transport systems to feasibility study level; 

 planning and designing for integrated transport to provide for ready interchange between 
different modes or systems to provide efficient transport services for people and goods;  

 planning and designing for accessible and secure transport to ensure that transport 
systems are readily accessible and are perceived to provide a high level of personal 
security; 

 the delivery of transport schemes, from initial concept through to operation. 

The principal types or aspects of transport systems for which the required experience or 
proficiency can be demonstrated in at least one of: 

 highways 

 streetscape design 

 traffic management, calming and control 

 road safety 

 traffic and parking information systems 

 cycling 

 walking (pedestrians) 

 parking 

 taxis 

 buses 

 intermediate public transport 

 voluntary and community transport 

 light rail 

 rail 

 airports 

 freight traffic and distribution 

 ports.  
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Operations 

These requirements relate to the role of transport planners in the operational management 
of transport systems. 

A9 Travel Planning  

Depending on your choice of Units, you might need to demonstrate either Experience or 
Proficiency in this set of requirements relating to the identification and promotion of 
sustainable travel options and promoting them to individual transport users to improve 
economic, social and environmental sustainability. The Reviewers might seek to assess 
your competence in:  

 planning, designing and implementing travel awareness, travel planning and behaviour 
management programmes to increase travel awareness and to achieve change in travel 
behaviour;  

 preparing and implementing marketing and travel information for travel planning 
programmes, including travel marketing and information campaigns that form a part of a 
travel planning programme. 

 

A10 Commercial and operational management of transport systems 

Depending on your choice of Units, you might need to demonstrate either Experience or 
Proficiency in this set of requirements relating the operational and commercial 
management of transport systems and services, including specific elements of system and 
services:  

 developing system or service management schemes for transport; 

 determining the statutory and advisory requirements relating to the system or service 
management schemes; 

 determining the resources required for the implementation and the continuing operation 
of system or service management schemes for transport; 

 identifying and engaging with interested parties and allow for their views and interests in 
system or service management schemes for transport. 

The principal types of transport applications in which the required experience or proficiency 
can be demonstrated in at least one of:  

 pedestrian and cycle routes and 
networks 

 area-wide traffic and environmental 
management 

 traffic control systems 

 traffic and parking information systems 

 transport safety 

 road user charging/user toll systems  

 area-wide on-street parking  

 bus network and service design  

 bus operations  

 

 bus location and arrival time systems  

 public transport fares and ticketing 
systems  

 voluntary and community transport  

 rail operations  

 transport information systems  

 aviation operations  

 road freight distribution systems  

 inter modal freight systems  

 logistics systems  

 enforcement systems 

 maintenance and asset management 
systems 
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APPENDIX B The Section B, Management, Experience and Proficiency Requirements 
 
B1 Professional Leadership 
Candidates need to demonstrate their Proficiency in the following: 

 Plan, negotiate, resource and secure agreement to the development of a project, using 
appropriate contractual arrangements where necessary; 

 Plan, budget, organise, direct and monitor tasks and resources that contribute to the delivery of a 
project and plan and take corrective action when the need arises; 

 Exercise leadership over the contribution of other technical staff; 

 Identify the training needs of others; help to develop and review the training plans for 
subordinates; 

 Contribute to the implementation of quality systems and help gain the acceptance of subordinates 
to them; 

 Help to develop working practices that promote safety and secure the compliance of 
subordinates; 

 Understand how continuous improvement in service delivery can be secured and implement 
measures to help bring this about; 

 Be aware of the implications of the management imperatives and systems of the organisation, 
and be able to apply these in the team environment; 

 Understand the ingredients of effective teams, apply and monitor some measures in the 
workplace that improve performance. 

 
 B2 Interpersonal Skills 
 Candidates need to demonstrate their Proficiency in the following: 

 Communicate fluently in written and oral expression with a wide range of other people, in English; 

 Participate in focussed discussions about technical matters; 

 Prepare and present technical reports to senior personnel and to the public; 

 Present, listen and discuss ideas using a range of communication methods; 

 Understand the principles of client and customer care; 

 Understand negotiation skills and have experience of their application; 

 Be able to resolve conflict in the workplace; 

 Understand the motivation of others and the factors that influence your own performance; 

 Be able to counsel others in a sensitive manner; 

 Play an active part in building and maintaining an effective team environment; 

 Identify collective goals and responsibilities; 

 Issue clear and accurate instructions to subordinates. 
 
B3  Personal Commitment t Professional Standards  
Candidates need to demonstrate their Proficiency in the following: 

 Understand and comply with the professional Code of Conduct; 

 Work constructively within all relevant legislation and regulatory formworks, including social and 
employment legislation; 

 Understand and comply with all obligations of current health and safety legislation; 

 Help to develop, manage and apply safe systems at work; 

 Undertake technical work in a manner that complies with the codes of practice on risk and the 
environment; 

 Undertake transport planning activities in a way that contributes to sustainability; 

 Undertake and record professional development to a minimum of 25 hours a year, in accordance 
with a current Personal Development Plan covering the next two years, and monitor output; 

 Participate in the affairs of the CIHT or TPS at national and/or regional level and encourage 
subordinates to become involved. 
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APPENDIX C An Example of a CPD Record Sheet 
 
 
Name …………………………………………………………… 
 
Year 20……..    Period from ……………………..to ……………………..Sheet …….. of ,,,,,,,, 
 

Date CPD Activity 
(What/Where) 

How was this training 
activity identified? Eg, 

PDP, specific to current 
job 

Date and 
Location 

Hours Cumulative 
hours for 

year 
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APPENDIX D Professional Review Application Check List   
 
 
 

Check Item 

 Completed Professional Review application form 

 Passport size photograph, authenticated by line manager, or other person in 
authority 

 Authenticated copy of university first degree certificates, except for 
candidates who have successfully completed a Technical Report   

 Copy of NARIC statement of comparability for candidates with a first degree 
obtained outside the UK 

 Authenticated copy of an approved UK university transport Masters degree 
certificate for candidates progressing on this route 

 Authenticated copy of a certificate of successful completion of an approved  
graduate training/professional development scheme in transport planning, 
for candidates progressing on this route 

 A full CV 

 An organisational chart 

 A Project Synopsis, or up to three Synopses (max. 1,200 words in total) 

 Ten completed Section A CRFs (max. 500 words each) 

 Three completed Section B CRFs (max. 500 words each) 

 A two year CPD record (25 hours per year) 

 A SWOT analysis, identifying professional development priorities 

 A two year Personal Development Plan 

 Any appendices, cross referenced from the CRF and/or Project 
Synopsis/Synopses 

 The Professional Review fee cheque 

 If a member of TPS and not a member of CIHT, submitted application for 
TPS Designated membership to TPS 

 
 
 
 
 
 



 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Portfolio of Evidence Template 



 

 
 

 

 
 
 
 
 

 
 
 
 
 
 

 
 

Transport Planning Professional 
 
 

Portfolio of Evidence 
 
 
 
 
 
 

Candidate: 

Employer: 

Date of submission: 

 
 
 
 
 
 
 
Version: November 2009



 

 
 

 

 
 
Advice 
 
This pro forma for your Portfolio of Evidence contains summary reminders about the material to be 
included in each of the four Parts, and any possible appendices.  However, it is essential that you 
ensure that your Portfolio complies with all the requirements set out in the latest version of “The 
Portfolio of Evidence and Professional Review: Requirements, Guidance and Template” available 
at www.tpprofessional.org.  
 
Before submitting your application and Portfolio use the checklist in Appendix D to make sure you 
have included every item required. 

http://www.tpprofessional.org/


 

 
 

 

 
 
Part 1: Personal Information 
 
Part 1 of your Portfolio should include your: 

 Professional Review application form, completed in full, together with an authenticated, 
passport-sized photograph  

 CV 

 Authenticated copies of degree and other relevant certificates 

 Organisational chart showing your position within your current employer‟s organisation 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 



 

 
 

 

Part 1 
 
 
Include your application form, photo, CV, authenticated certificates and organizational chart here.



 

 

 
 

APPLICATION FORM FOR PROFESSIONAL REVIEW 
 

Please affix  
photo here 

   
                                                        
  

PERSONAL INFORMATION (Type or print in BLOCK CAPITALS) 

Title:                                                                       Post nominal letters: 

Forenames:                                                           Surname:  

Date of birth: 

Full postal address: 

                                                                               Postcode 

Telephone:    Fax:   E-mail: 

CIHT membership no:                                           TPS membership no: 

Employer‟s name: 

Employer‟s address: 

Telephone:                                         Fax:                             E-mail: 

Job title: 

 
SPONSORS 
Note: Sponsors must be Members of CIHT or TPS and have at least 10 years experience in 
transport planning. They must be familiar with the Transport Planning Professional competencies 
and their support indicates that, in their professional judgement, the candidate has the knowledge 
and experience to meet the stated requirements. 
 

 
PLEASE COMPLETE IN BLOCK CAPITALS 

 

SPONSOR 1 Signature: 

 CIHT/TPS Membership Number: 

SPONSOR 2 Signature: 

 CIHT/TPS Membership Number: 

 
SECTION A UNITS 
Please enter A (Awareness), K (Knowledge), E (Experience) or P (Proficiency) in the boxes below 
to indicate your level of competence. 
 

Working within the policy context   Stakeholder engagement  

Applying laws and regulations   Developing strategic & master plans  

Data P  Principles of transport system design  

Transport models and forecasting   Travel planning  

Assessment   Commercial & operational management  

     
       
 



 

 

QUALIFICATIONS 
Please list your Further/Higher education qualifications (e.g. HND/C, Bachelors degree, Masters 
degree) 
 
Qualification title   Awarded by    Date awarded  
 
………………………………………………….. ……………………………………………………………… 
 
…………………………………………. ………………………………………………………….…………… 
 
…………………………………………. …………………………………………………………….………… 
 
Note: Authenticated copies of all certificates should be included in your portfolio. 
 
IN ADDITION TO THIS FORM, PLEASE ENSURE YOU HAVE ENCLOSED: 

CV and Organisational Chart    

Competence Record Forms (x13)   

Project Synopsis     

CPD Records and PDP    

Application Fee     

(Cheque for current fee specified at www.tpprofessional.org made payable to CIHT)   
  
  

 
IMPORTANT UNDERTAKING TO BE SIGNED BY THE CANDIDATE 
I declare that the information as to my education, experience, position and other matters is, in every respect, 
complete and accurate. I enclose 3 full copies of my application form and portfolio. 

 

SIGNATURE ……………………………………………………..  DATE …………………………….... 

 
Note: The qualification is managed by CIHT and TPS and administered by CIHT on behalf of the 
partnership. 
 
DATA PROTECTION ACT (DPA) 1998 
The information you provide in this form is required in order to enable CIHT to communicate with 
applicants and to fulfil the requirements of the Articles and By-laws. The CIHT is required by the 
DPA to ensure that such data is accurate and up to date and you are requested to inform the CIHT 
Director of Education and Membership of any changes.   
 
The Transport Planning Society will have access to the information held by CIHT for management 
purposes but will not contact CIHT members directly. Similarly, CIHT will not contact TPS 
members for any reason that is not related to the professional Transport Planner qualification. 
 
Authorisation  
I give my permission for CIHT to hold the information provided in this form on its database and 
agree to inform CIHT of any changes to this information in accordance with the Data Protection Act 
1998. I note that TPS will have access to this information. 
 
SIGNATURE       DATE 
 

SEND TO: Education Dept, CIHT, 119 Britannia Walk, London, N1 7JE  

http://www.tpprofessional.org/


 

 
 

 

Part 2: Project Synopsis 
 
Part 2 of your Portfolio should include a one page summary detailing your role and contribution to a 
project or projects (maximum of three) of your choice. It must be no more than 1,200 words 
 
The synopsis will form the basis of a 15-20 minute presentation you will be asked to make at the 
beginning of your Professional Review.  The presentation should highlight your ability to meet the 
competency standards required as well as your ability to communicate effectively. 
 
  
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

 

Part 2 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Include your project synopsis, or synopses, here 



 

 
 

 

Part 3: Competence Record Forms 
 
A Competence Record form should be completed for  

 each of the ten units covered by Section A  
and  

 each of the three covered by Section B. 

For each project, or other item, described on these Competence Record Forms, the appropriate 
competence level (A, K, E or P) achieved must be shown together with a brief statement on your 
role on that particular piece of work    

The pro-forma is in the form of a Word table, with five rows for you to complete. However, there is 
no limit on the number of projects, or other pieces of work, you can include on each Competence 
Record Form; you can just add additional rows to the table, but the total text for the descriptions for 
any unit should be no longer than 500 words,  

You may include additional information on particular projects, or other pieces of work, in an 
Appendix.  If you do that, you should include references to the Appendix within your description. 
 
 
Section A 
For the six mandatory Section A Units, you should include brief descriptions of projects or other 
items of work in which you have been involved, providing adequate evidence of your competence 
at the required level, either E (Experience) or P (Proficiency).  However, if you are opting for 
Proficiency for a unit for which Experience is the mandatory requirement, your Competence 
Record Form should demonstrate your competence at Proficiency. 

For all other optional units you have selected, your Competence Record Form should provide 
adequate evidence of your competence at your selected level, Experience or Proficiency 

For any Section A unit which you have not selected as an option, you should provide evidence of 
your awareness of the key principles of that unit. 

Thus, you need to submit ten Section A Competence Record Forms 

 
Section B. 
A Competence Record Form is also required for each of the three Section B units, all of which 
require demonstration of Proficiency. 
 
  
 
 
 

 
 
 
 
 

Part 3 



Competence Record 

 
 

 

 
 

Candidateôs Name: 

 

Competence 
Level for 
Submission 
(E or P): 

 
Section A 

Unit 1  The Policy Context 

 

Competence 
level of this 
project or 
item 

(A, K, E or P) 

Description of project or item Your role 
within the 
project or item 
of work 

   

   

   

   

   

 
You may add as many extra rows as you need to cover all the projects and other pieces of work 
you want to include, provided the total text in the Description column does not exceed 500 words 



Competence Record 

 
 

 

 

Candidateôs Name: 

 

Competence 
Level for 
Submission 
(E or P): 

 
Section A 

Unit 2  Laws and Regulations 

 

Competence 
level of this 
project or 
item 

(A, K, E or P) 

Description of project or item Your role within 
the project or 
item of work 

   

   

   

   

   

 
You may add as many extra rows as you need to cover all the projects and other pieces of work 

you want to include, provided the total text in the Description column does not exceed 500 words 



Competence Record 

 
 

 

Candidateôs Name: 

 

Competence 
Level for 
Submission: 
 

P 
Section A 

Unit 3  Data 

 

Competence 
level of this 
project or 
item 

(A, K, E or P) 

Description of project or item Your role within 
the project or 
item of work 

   

   

   

   

   

 
You may add as many extra rows as you need to cover all the projects and other pieces of work 

you want to include, provided the total text in the Description column does not exceed 500 words



Competence Record 

 
 

 

Candidateôs Name: 

 

Competence 
Level for 
Submission 
(E or P): 

Section A 

Unit 4  Transport Models and Forecasting 

 

Competence 
level of this 
project or 
item 

(A, K, E or P) 

Description of project or item Your role within 
the project or 
item of work 

   

   

   

   

   

 
You may add as many extra rows as you need to cover all the projects and other pieces of work 

you want to include, provided the total text in the Description column does not exceed 500 words



Competence Record 

 
 

 

Candidateôs Name: 

 

Competence 
Level for 
Submission 
(E or P): 

 
Section A 

Unit 5  Assessment 

 

Competence 
level of this 
project or 
item 

(A, K, E or P) 

Description of project or item Your role within 
the project or 
item of work 

   

   

   

   

   

 
You may add as many extra rows as you need to cover all the projects and other pieces of work 

you want to include, provided the total text in the Description column does not exceed 500 words



Competence Record 

 
 

 

Candidateôs Name: 

 

Competence 
Level for 
Submission: 
(E or P): 

 
Section A 

Unit 6  Stakeholder Engagement 

 

Competence 
level of this 
project or 
item 

(A, K, E or P) 

Description of project or item Your role within 
the project or 
item of work 

   

   

   

   

   

 
You may add as many extra rows as you need to cover all the projects and other pieces of work 

you want to include, provided the total text in the Description column does not exceed 500 words



Competence Record 

 
 

 

Candidateôs Name: 

 

Competence 
Level for 
Submission 
(A, E or P): 

 
Section A 

Unit 7   Developing Strategic and Master Plans for Transport 

 

Competence 
level of this 
project or 
item 

(A, K, E or P) 

Description of project or item Your role within 
the project or 
item of work 

   

   

   

   

   

 
You may add as many extra rows as you need to cover all the projects and other pieces of work 

you want to include, provided the total text in the Description column does not exceed 500 words



Competence Record 

 
 

 

Candidateôs Name: 

 

Competence 
Level for 
Submission 
(A, E or P): 

 
Section A 

Unit 8  Principles of Transport System Design 

 

Competence 
level of this 
project or 
item 

(A, K, E or P) 

Description of project or item Your role within 
the project or 
item of work 

   

   

   

   

   

 
You may add as many extra rows as you need to cover all the projects and other pieces of work 

you want to include, provided the total text in the Description column does not exceed 500 words 



Competence Record 

 
 

 

Candidateôs Name: 

 

Competence 
Level for 
Submission 
(A, E or P): 

 
Section A 

Unit 9  Travel Planning 

 

Competence 
level of this 
project or 
item 

(A, K, E or P) 

Description of project or item Your role within 
the project or 
item of work 

   

   

   

   

   

 
You may add as many extra rows as you need to cover all the projects and other pieces of work 

you want to include, provided the total text in the Description column does not exceed 500 words



Competence Record 

 
 

 

Candidateôs Name: 

 

Competence 
Level for 
Submission 
(A, E or P): 

 
Section A 

Unit 10  Commercial and Operational Management of Transport 
              Systems 

 

Competence 
level of this 
project or 
item 

(A, K, E or P) 

Description of project or item Your role within 
the project or 
item of work 

   

   

   

   

   

 
You may add as many extra rows as you need to cover all the projects and other pieces of work 

you want to include, provided the total text in the Description column does not exceed 500 words



Competence Record 

 
 

 

Candidateôs Name: 

 

Competence 
Level for 
Submission: 
 

P 
Section B 

Unit 1  Professional Leadership 

 

Competence 
level of this 
project or 
item 

(A, K, E or P) 

Description of project or item Your role within 
the project or 
item of work 

   

   

   

   

   

 
You may add as many extra rows as you need to cover all the projects and other pieces of work 

you want to include, provided the total text in the Description column does not exceed 500 words 



Competence Record 

 
 

 

Candidateôs Name: 

 

Competence 
Level for 
Submission: 
 

P 
Section B 

Unit 2  Interpersonal Skills 

 

Competence 
level of this 
project or 
item 

(A, K, E or P) 

Description of project or item Your role within 
the project or 
item of work 

   

   

   

   

   

 
You may add as many extra rows as you need to cover all the projects and other pieces of work 

you want to include, provided the total text in the Description column does not exceed 500 words



Competence Record 

 
 

 

Candidateôs Name: 

 

Competence 
Level for 
Submission: 
 

P 
Section B 

Unit 3  Personal Commitment to Professional Standards 

 

Competence 
level of this 
project or 
item 

(A, K, E or P) 

Description of project or item Your role within 
the project or 
item of work 

   

   

   

   

   

 
You may add as many extra rows as you need to cover all the projects and other pieces of work 

you want to include, provided the total text in the Description column does not exceed 500 words 



 

 
 

 

 

Part 4: Personal Development 
 
Part 4 of your Portfolio should include your: 

 Continuing Professional Development Record 
This needs to show that you have been undertaking a minimum of 25 hours of Continuing 
Professional Development (CPD) a year for at least two years prior to making your application.   
 
Your CPD records should be authenticated and signed by a line manager or mentor.  
 
A sample pro-forma for the recording of CPD is provided in Appendix C.  However, you may 
use an alternative system for recording CPD activity, for example that adopted by your 
employer or another professional body, provided it exhibits the key requirements of basing 
CPD on an assessment of development needs, reviewing the usefulness of the outputs against 
the individual‟s development needs; and totaling at least 25 hours a year of relevant 
development activity. 
 

 Professional Development Plan 
Your Professional Development Plan should include a 

 personal profile giving details of your qualifications, experience and career aspirations 
in broad terms.  

 a SWOT (Strengths, Weaknesses, Opportunities and Threats) analysis to help identify 
your professional development priorities  

 a two year Personal Progression Plan, showing your planned professional development 
activities over the next two years.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

 

 
Part 4



 

 
 

 

 
Include your CPD record, SWOT analysis and Personal Development Plan here 

 
 
  



 

 

 
 

Appendices 
You can include additional material in support of your submission.  However, any material 
included in an Appendix must be referenced in the relevant part of the main Portfolio. 

 
 


