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How to create an account on mycareerpath 

Step 1 

Click on ‘Register’ to start the process of creating an account.

Planning your future CPD means assessing the gaps in your current CPD 
by identifying relevant areas of skill and knowledge that need enhancing. 
As a CIEEM member, you will have access to the online CPD tool, 
mycareerpath, which has a built-in ‘Plans’ and ‘Evidence’ areas designed 
to help you plan and record your CPD. When used together these resources 
will help you to identify gaps in your professional competencies and plan 
ahead to meet your CPD needs. 

This guide has been produced to help you navigate mycareerpath and 
should be used together with the short webinar tutorial on how to use the 
tool, available on the CIEEM website. 

https://mycareerpath.cieem.net/Login.aspx?ReturnUrl=%2fpages%2fdefault.aspx
https://mycareerpath.cieem.net/Login.aspx?ReturnUrl=%2fpages%2fdefault.aspx
https://cieem.net/resource/competency-framework/
https://cieem.net/resource/cieem-webinar-how-to-use-mycareerpath/
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Step 2 

Please complete all the below options, excluding Registration number. In order to access your migrated 
CPD data, the email address needs to be the same one that was used for the previous CPD tool and the 
membership number needs to be correct and completed. (Please note that the email address you use to 
register becomes your Username and cannot be changed, however you can change the email address 
associated with your account).

What is the CIEEM Competency Framework 
and do I need to use it? 
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First add the ‘CIEEM Competency Framework’ profile to your account. 

The CIEEM Competency framework can be used as an option when creating evidence instead of the 
default CPD profile, to link your individual CPD entries to CIEEM’s Competencies. You can also track your 
mastery of the Competencies via the Homepage by clicking into the CIEEM Competency Framework itself. 
Please note this is optional and not a requirement of CPD, however it can be useful when working towards 
specific levels of competency, for example in order to upgrade your membership or apply for Chartered 
status.

How to create a ‘Plan’
The ‘Plan’ section enables you to plan your CPD for the upcoming year. Planning your future CPD means 
assessing the gaps in your current CPD by identifying relevant areas of skill and knowledge that need 
enhancing. Please note that planning your CPD is not a requirement of membership.

Step 1 

Select ‘Plans’ at the top right-hand corner of the screen.

Step 2 

Select ‘Add Plan’ at the top left-hand corner of the screen. 
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Step 3 

Fill in the below information and use the      , which provides guidance for each section. Once you have 
completed your plan, click ‘Save’ at the bottom of the screen.  

How to create ‘Evidence’ (Formerly known as ‘CPD record’)
The ‘Evidence’ section is where you will record CPD that you have completed. Completing CPD is a 
requirement of membership for all grades except Student, and members need to record the required 
minimum of 30 hours per year (at least 20 hours structured and 10 hours unstructured)

Step 1 

Select ‘Add evidence’ at the top left-hand side of the screen. 
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Step 2

Fill in the below information and use the       , which provides guidance for each section. Please complete 
the ‘Structured’ and ‘Unstructured’ boxes as this will provide you with a breakdown of the hours accrued 
against each category, when you later create a CPD report.

Step 3

You can also upload supporting documents, such as a certificate, before saving the evidence. 

 Lucy had recently been diagnosed with adult-onset diabetes and had to inject insulin daily. She 
was quite   self-conscious about this and had only told her immediate family. However, 
when she started her    new job she read the policy on taking personal responsibility 
and realised she would have to tell her   manager. This enabled her employer to put extra 
precautions in place regarding lone working, night    surveys and driving to protect her 
health and safety. One particularly busy day Lucy worked through her   normal lunch break and 
went too long without having something to eat. Her blood sugar levels dropped   and she 
became drowsy, confused and appeared drunk. Because her manager was aware of her   
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Step 4

If you would like to share your evidence with anyone (for example a line manager or colleague), simply 
enter their email address and the evidence will be sent directly to them, to review and add comments.

How to create a CDP Report (Formerly known as ‘CPD 
record’)
Creating a report of your CPD is necessary for submitting your CPD as part of an upgrade application or 
the annual audit.

How to create and download a report of your CPD 

Step 1

Select ‘Reports’ at the top right-hand corner of the page. 

Step 2

Select ‘Add report’ at the top left-hand corner of the screen
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Step 3

Depending on which period you want to create a report for, fill in the boxes below and then click ‘Save & 
View’. Please tick ‘CPD report’ and both ‘CPD’ & ‘CIEEM Competency Framework’ profiles to ensure all CPD 
is included. 

For example, if you would like to submit your previous three years of CPD to CIEEM, then you will need 
to create three separate reports for each year. Please note that each report needs to be in the CPD 
subscription years which runs from October – September each year. In this example, note that the three 
reports cannot be submitted individually. They must first be created, saved as a pdf and then submitted 
together. 

Step 4

Once you have created your separate reports, download and save these to PDF.

Step 5

After this, go back to the homepage and click on ‘Submit to CIEEM’.
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Step 6

You will then see the below screen. Complete the necessary boxes and ensure that the report selected is 
‘Submit external record (below)’. Then upload and attach all of the report files you would like to submit. 
Once you have attached all the necessary files press ‘Submit’.

Alternatively, if you are only submitting a single Report (i.e if you have been selected in the CPD audit) and 
are providing a report for one year, you can select a single report via the ‘select report’ field and submit this. 
Please ensure that you have uploaded all of the necessary CPD as you can only submit this ONCE. 

We hope that this guidance is helpful, however, please 
email cpd@cieem.net should you have any further 
queries regarding CPD and the CPD tool.
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t: 01962 868626  
e: cpd@cieem.net  
www.cieem.net

Raising the profile of professional ecological and environmental 
management and promoting the highest standards of practice 
for the benefit of nature and society.


