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Introduction

This portfolio has been developed to assist all grades of pharmacy staff to record their continuing professional development and provides a comprehensive range of recording forms for you to select from.  This portfolio is simply a starting point for you to develop a portfolio that suits you.

It is available in an electronic format to allow you to make changes to the forms as you wish.  The spaces are not intended to provide an indication of how much you should write.  If you intend to hand write your portfolio you may wish to adjust the sizes of the spaces before you print the forms.

Please feed back changes you make as we may be able to incorporate them into the template (which will ultimately be available via the internet) and continually improve it to benefit others



Personal Details

	Name                

	Title

	Nationality

	Date of birth


Home contact details

	Address



	Telephone number

	Mobile

	Fax

	email address


Interests


Secondary School Education

You may wish to include your certificates.

	Institution

	Subject
	Level
	Grade
	Year

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Institution

	Subject
	Level
	Grade
	Year

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Qualifications

For example: HND, BTEC, NVQ, Certificate, Diploma, MSc, PhD

You may wish to include your certificates.

	Qualification / Title of award

	Institution 

	Date from
	Date to

	Year awarded
	Year expected

	Key learning experiences and achievements




	Qualification / Title of award

	Institution 

	Date from
	Date to

	Year awarded
	Year expected

	Key learning experiences and achievements




Employment

These forms can be used to record current and past jobs

You may wish to include any job descriptions and references associated with these jobs.

You could also include a copy of the organisational chart for your department.

	Job Title 

	Date from
	to
	(full/part time)

	Grade

	Speciality



	Employers name

	Address



	Telephone number

	Extension number
	Bleep number

	Fax

	email address

	Key role and responsibilities



	Key learning experiences and achievements  Describe your main achievements and the skills and knowledge you gained.




Professional Memberships

	Name of professional body/association



	Date of registration/joining



	Registration/membership number



	Membership status



	Positions held (with dates) and any activities undertaken within this organisation




	Name of professional body/association



	Date of registration/joining



	Registration/membership number



	Membership status



	Positions held (with dates) and any activities undertaken within this organisation




Education & Training Record

Record the details of study days and courses attended either within a work context or those done in your own time (e.g. evening classes) if these developed skills which you have used in your job.

You may wish to include certificates and course objectives or learning outcomes wherever available.  Include details of any courses which are still relevant to your current practice.

	Course name

	Provided by

	Dates from
	to 

	Qualification

	Overview of course content and learning outcomes



	Key learning experiences

What were the main things you learnt from this course which resulted in a change in your practice?



Conferences & Symposia

You may wish to include the programme.

	Conference/Symposia

	Organised by

	Dates from
	to 

	Overview of content 



	Key learning experiences

What were the main things you learnt from this conference / symposia and what effect have they had on your practice?



Teaching / Training Activities

Record any presentations/teaching sessions you have given either within a work context or those done in your own time if these developed skills which you have used in your job.

You may wish to include course programmes, evaluations, lessons plans, etc.

	Topic / title

	Form of session (e.g. poster, lecture, tutorial.)



	Organisation and location



	Audience

	Other details



	Key learning experiences

What were the main things you learnt from this activity and what effect have they had on your practice?



Publications Record 

Record any external publications in professional journals or internal publications such as guidelines, policy documents, audits and major reports.   You may wish to include a copy of the publication in your portfolio.

	Title
	Reference
	Authors
	Date
	Synopsis

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Appraisal / Individual Performance Review

You may wish to include your appraisal documentation

	Date of appraisal / IPR

	Pre- appraisal / IPR

	What are the key issues relating to your development to take to your appraisal?



	Post- appraisal / IPR

	What resulting objectives / issues are related to your development?



	What action do you need to take now?






CPD Record Log

	Personal page no./ref
	Summary of record subject
	Record type (circle)
	Stages of cycle completed (include date if this is helpful
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Significant Event Record

A description of significant event

	Where and when the event happened.


	A detailed description of what happened, including your role and the action of others.



	Why this contribution was important and how you felt at the time.


	What was:

i) most satisfactory?


	ii) most troubling about the situation?

	What you might have done differently?



	What action, if any, will you take as a result of this learning?




CPD Record   
Attach any evidence of how/what you learned/planned/did.

	Reflection
What need have you identified and how did you identify it?



	Planning

How will you or did you meet this need? Set SMART objectives. Consider resources you may need and a timescale.


	Action

What did you do?


	Evaluation

Have you achieved your intended objectives?  Was your learning effective? If not why not? How would you do it differently next time?  How has this changed your practice?



Personal Development Plan

A personal development plan (PDP) is a tool to help you review and plan your development in the short, medium and long term.  You should review your PDP regularly (e.g. annually) to ensure you keep it up to date as changes in your personal and professional life occur.

Various resources are available to help you prepare your PDP.  These may include

· Your facilitator

· Your colleagues

· Your manager

· The personal SWOT (Strengths, Weaknesses, Opportunities, Threats) analysis included in this portfolio

· Organisational and departmental business plans

· Tools to audit your skills and expertise e.g. credit for learning questionnaires before you read the article preceding them, North Thames Technician Self Development programme, NVQ standards (for example a management or training NVQ)

Use blank sheets of paper to answer the following questions.

1. Describe your current skills, knowledge and expertise (various audit tools described above may help you do this)

2. Summarise what you do in your current job. (Does this vary significantly from your job description?  If it does, your job description may need reviewing)

3. In what ways might you do your job better and what further knowledge or skills would help you to achieve this?

4. Does your organisation / department have a development strategy for the next 1-3 years? (E.g. Trust and pharmacy department business plans, health improvement plans, PCG business plans).  If so, summarise it.

5. How might you contribute to executing and supporting this strategy? (You may wish to discuss this with your manager and colleagues)

6. What knowledge and skills will you need in order to do this?

7. What changing national and local NHS policies and priorities affect you and the organisation in which you work? (You may need to discuss this with senior staff)

8. How will you address these changing policies and priorities through your personal development? (You may wish to discuss this with your manager and colleagues)
9. Have your training needs been identified within the last 12 months? (e.g. during your appraisal)  What are they?

10. Describe up to three incidents in your workplace during the past year that caused you to feel uncomfortable, unhappy, ill at ease, threatened or simply fed up.  Try to remember when they happened, who was involved and why you felt there was such a problem at the time.  Talk to those involved and discuss the incident with friends and colleagues to gauge their opinions. (You may have already recorded these as significant events)

11. For each of these incidents, note any skills that you feel would help you handle these situations differently if they were to occur again

12. Describe up to three incidents in your workplace during the past year that you felt went particularly well, developed yourself professionally or the pharmacy service or showed pharmacy in a good light.  Try to remember when they happened, who was involved and why you felt the situation went so well.  Talk to those involved and discuss the event with friends and colleagues to gauge their opinions. (You may have already recorded these as significant events)

13. For each of these events, note any skills that you feel would help you handle other situations more effectively

14. What are your career plans for the next 3-5 years? (This may include a career break for whatever reason)

15. What development will you require to realise these career or life goals?

Use the CPD record sheet to record and plan for each development need you have identified.



Personal SWOT Analysis 

You may wish to undertake a personal SWOT analysis to help identify your strengths and areas which need developing.  Below is a framework and questions which you may find useful in undertaking this.

	Strengths

What are the positive aspects of myself and my present position?

· What qualifications have I got?

· What kind of work have I done, and for how long?

· What specialist knowledge have I got?

· What skills do I possess?

· What financial and property resources do I have?

· What resources do I have

· How wide is my reputation, and in what areas?

· What support do I have from family, friends and colleagues?

· Do I enjoy sound health?

· What are the strong points of my character and personality?

· In so far as I have succeeded, what has helped me to do so?

· What are my influential contacts?

· Have I any strong, specific interests or beliefs, at work or outside?

· Do I possess patents, copyrights or other intellectual property?

· What are the sources of my motivation and drive?

· Under what circumstances have I felt happiest and most fulfilled?

· Under what circumstances have I made the most valuable contribution?

· Have I any other strengths I have not listed?


	Weaknesses
What are the negative aspects of myself and my present position?

· What limits me?

· Are there important gaps in my qualification, experience or knowledge?

· Have I financial difficulties or pressures?

· Have I enemies?

· Am I held in low esteem and if so by whom and why?

· Do my domestic or family circumstances present problems and if so, what are they?

· Have I or those close to me have health problems and if so, what are the effects?

· What are the weak points of my character and personality?

· In so far as I have done less well that I would have liked, what has held me back?

· Under what circumstances have I felt most frustrated and unhappy?

· Am I vulnerable in any way; financially, legally, physically, emotionally?

· Have I any other limitations I have not listed?



	Opportunities
What aspects of the present or foreseeable future situation could I use to my advantage?

· Are suitable job vacancies available or coming up?

· Are reorganisations being planned that might offer openings?

· Have rivals or opponents difficulties or weaknesses I could exploit?

· Are there gaps or niches in the marketplace I could exploit?

· Are new organisations being set up that might  offer opportunities?

· Are relatives, friends or colleagues in need of business partners?

· Are there opportunities for consultancy?

· What writing, speaking or media opportunities are open?

· Are any prizes, scholarships or bursaries available?

· Are there any sponsorship opportunities?

· Do changes in local conditions or gaps in service exist?

· Are there inventions or ideas or new ways of working I could put to use?
	Threats
What aspects of the present or foreseeable future may operate to my disadvantage?

· Potential financial problems

· Possible family break up

· Illness – myself or others

· Rivalry or opposition from others

· Changes in the marketplace for what I or my organisation offer

· Legal proceedings

· Criminal charges

· Physical deterioration of property or assets

· Taxation or benefit changes

· Forthcoming legislation or regulations

· Unfavourable changes in nation or local economic conditions

· Inflation

· Loss of image or reputation

· Climatic or other environmental changes

· Obsolescence of my skills, knowledge or products


SWOT Analysis

Date 

	Strengths

What are the positive aspects of myself and my present 


	Weaknesses
What are the negative aspects of myself and my present position?



	Opportunities
What aspects of the present or foreseeable future situation could I use to my advantage?


	Threats
What aspects of the present or foreseeable future may operate to my disadvantage?
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