
 

  
 

 
 
 
 
 
 
 
 
 
 
 

 

Guide to Submit 
Your CPD Log  
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CONTINUING PROFESSIONAL DEVELOPMENT 

 

   

To maintain their designation, CPHRs must report a minimum of 10 hours of Continuing 
Professional Development (CPD) activities each year and a minimum total of 60 hours of CPD 
activities gained in at least two of the qualifying categories over any cumulative three-year period. 

 
CPD logs must be submitted by the end of December each year with the required minimum 
CPD hours to maintain the CPHR designation.  

 
Acceptable CPD activities can include ongoing learning, both formal and informal; leadership 
activities, volunteer activities; academic research or publications; and significant work projects. 

 
 

Submitting Your CPD Log – A Step-by-Step Guide  
 

   
 
 
Step 1: 
 
Log into your Member Portal.  
  
Under My Membership, select “Continuing Professional Development Log” 
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   Step 2: 
 

Select the CPD category & drop-down sub-category of your activity 
     

       

 
 

   
   Step 3: 
 

Add Activity Details: Dates, Hours for CPD Activity, Description, Organization & Save! 
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   Step 4: 
 

Upload supporting document in case of audit.  
 
Once the Activity has been saved, you can upload the file under “Audit Info”.  
     

                                                        

 
   
   Summary of CPD Hours  
 

The Summary of CPD Hours tab displays your hours in the current 3-year rolling period. Click on it to 
see what you have completed and if you meet the 60- requirement over the current 3-year period.     
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   Step 5: 
 

Before submitting your CPD log, you are required to complete the CPD Attestation. This step confirms 
that your recorded activities are accurate, that you can provide supporting documentation if 
requested, and that you understand and agree to abide by the CPHR Alberta Code of Ethics and 
Standards of Professional Practice. Completing the attestation is mandatory and serves as your 
formal declaration of compliance, so be sure to review it carefully before proceeding with your 
submission. 
     
               

                                         

 
 

   
   Step 6: 

 
Navigate to the “Summary” Tab of your CPD Log 
 
Make sure that each item has a “✔” Status. If there is an “X” you are missing a requirement and 
cannot submit.  
 
Once each requirement is met, a submit button will appear!  
               

                                         

 

mailto:INFO@CPHRAB.CA


QUESTIONS? CONTACT THE CPHR ALBERTA PROFESSIONAL STANDARDS TEAM AT INFO@CPHRAB.CA 

 

 

   
   Step 7: 

 
Once submitted, your CPD log status will change from “pending” to “complete” in your portal under 
applications and you will receive a confirmation email.  
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