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CPD Guidance 
 

CPD Policy 

 

 

CPD Types 

 Verifiable CPD - The key to verifiable CPD is RELEVANCE of the learning you do.  

 
 

 Non-verifiable CPD 

We class any general learning not related to a specific outcome, or learning which is difficult to 

provide evidence for, as non-verifiable CPD.  

(e.g. reading a technical journal article in AB Magazine) 

 

 CPD Task/ year:  

 

 

 

The result of mass global 
consultations 

A clear reflection 
of what members 
want and aligns 

with what 
employers need. 

Meeting the requirements of 
IFAC 

IFAC:  the 
International 
Federation of 
Accountants  

Helping you grow as a 
professional 

Undertake 
learning and 

development to 
keep your 

knowledge and 
skills up to date 

The learning is activity relevant to your role. 

You can explain how you will apply the learning in the workplace. 

There is evidence that learning took place? 

21  

Verifiable 
Units 

19  

Non-
verifiable 

Units 

40 CPD 
Units  

(1 hour = 1 
unit) 
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 Here are some examples that can count as CPD:  

 

 

 

 The most beneficial and flexible learning environment： 
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The CPD Routes 

 Route 1: 

Unit route 

 

 

 

 

 

 Route 2: 

Unit route – part time or semi-retired 

 

 

 

 

 

 

 

 

 

 

 Route 3: 

Approved Employer route 

 

 

 

 

 

 

 

 

 Route 4:  

IFAC route 

 

 

 

 

 

 

 

 

 

 

 

Have to do: Complete 40 units of CPD:  

at least 21 units of verifiable CPD and a maximum of 19 units of non-verifiable CPD. 

 Suitable: ≤770 working hours / year.  

(e.g. 17.5 hours / week, or you might only be active in your workplace at specific points in the 

year.) 

 Not Suitable: Involved in the preparation or presentation of accounts investors may rely on; 

or Non-Executive Directors of listed companies.  

 Have to do: 19 hours of non-verifiable CPD & set your own level of verifiable CPD.  

IMPORTANT: check the guidelines carefully to make sure you are eligible for this route. 

Have to do:  

 Complete an annual CPD declaration to us stating that you have followed this route  

 Keep evidence that you are employed by an approved employer. 

 Confirm with your employer that they are an ACCA Approved Employer - professional 

development and that you or your team is covered by the approval. 

May also required to complete CPD by the other membership body. 

Have to do: 

 Provide you hold full membership of your other body, and they are a member of IFAC 

 Make an annual CPD declaration to us stating you are following this route 

 Keep evidence that you are a member of the other body 
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 Other Circumstances 

Practising members 

 

 

 

 

 

 

 

Waivers 

 

 

 

 

 

Holding Membership of Another Body 

 A member of both, but following ACCA‘s CPD? 

- Only be required to complete one set of CPD, which will meet our requirements. 

- Submit your annual declaration to us. 

- Make a separate declaration with your local body and state that you followed the IFAC 

body route. 

 A member of both, but following local body‘s CPD? 

- Only be required to complete one set of CPD, which will meet your local body’s 

requirements.  

- Submit your CPD declaration to us 

- State that you followed the IFAC body route. 

- Submit CPD declaration to your local body stating you followed one of their unit routes. 

 A member of ACCA and any other body? 

- The same rule applies for any other professional body as with local bodies. 

- Submit your CPD declaration to us. 

- State that you followed the IFAC body route. 

 

FAQ 

 I am studying for an MBA I have no time for CPD.  

- The MBA will constitute verifiable CPD if it is relevant. 

 I can’t attend expensive courses.  

- CPD is definitely not just about attending courses –e.g. work shadowing or e-learning 

 I’m not in accountancy any more, it’s not relevant to my role.  

- Then you need to identify learning that is relevant 

 I don’t have a certificate, so it can’t be CPD.   

- You can prove that CPD took place in multiple ways, confirmation of purchase of a piece 

If you are a member working in practice, you must also obtain an appropriate proportion of CPD in 

your chosen specialism. Members holding an ACCA practising certificate and audit qualification 

must ensure they maintain their competence in audit, even if no audit work is currently being 

undertaken. 

 Waivers are considered if you have been off work for at least one month. 

 You can apply for a CPD waiver through your MyACCA account. 
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of e-learning, the notes you took, handout made available. Following a work place 

briefing you will have notes concerning how you will apply the learning. 

 I’m a business leader, I don’t have time for CPD.  

- You are probably  already doing CPD and not realising it – briefings from consultants etc 

 Downloaded a business podcast each week and listened to it and found it relevant, 

interesting and potentially useful but didn’t really act on it?  

- Non-verifiable.  For CPD to be verifiable you must be able to demonstrate how you 

applied it in the workplace. 

 I’m a speaker/trainer.  Does delivering my session count as CPD?   

- Preparing a new presentation can count if you are delivering new material ie all the 

research to put the presentation together will count. 

 A course at year end is cancelled – but I need the units!  

- Try and plan your CPD throughout the year. We see quite a few instances of members 

leaving everything until December and then doing courses that are simply not relevant 

and will not constitute verifiable CPD 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 6 / 11 
 

Planning Tools - Planning for your CPD 

（You are not mandated to use either of these tools – they are simply there to guide you） 

 ACCA Compass 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

Purpose： 

• Assesses your level of experience 

• Identifies areas that require further development 

• Identifies the skill sets required for future roles 
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 Professional Development Matrix 

 

 
 

 

 

 

 

 

Member Resources 

 CPD resource finder 

http://members.accaglobal.com/en/cpd-resources.gb.html  

 CPD events and resources 

- Webinars, podcasts, online courses, local face-to-face courses, networking events. 

 CPD i-Guide 

http://cpdiguide.accaglobal.com/ 

Purpose： 

• Evaluates the best and most effective way to obtain your CPD 

• Identifies the knowledge, skills and responsibilities required for a specific role 

• Schedules personal reminders to prioritise CPD activities 

http://members.accaglobal.com/en/cpd-resources.gb.html
http://cpdiguide.accaglobal.com/
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 AB Magazine 

http://www.accaglobal.com/hk/en/member/accounting-business.html  

 

 

 Sectors, industries and roles 

- Research and insights, video clips and articles 

 

 

http://www.accaglobal.com/hk/en/member/accounting-business.html
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 Technical Resources 

- Over 2,600 pages of technical advice, guides, factsheets, papers, and reports  

 Further Qualifications 

- Earlier this year ACCA members were offered the opportunity to gain the CIA designation 

through the fast track ACCA-CIA Challenge Exam.   

- ACCA members are also eligible to follow CMI’s qualified route to gaining the CMgr 

award 

 

CPD Reviewing 

 CPD Evidence 

 

 

 

 

 

 

 

 

Each year we randomly select members to monitor and ask them to submit details of the CPD they 

have undertaken along with details of how they have applied the learning in the workplace.  

We advise that each year you produce a detailed and informative record of the CPD you have carried 

out. You can access an online CPD recording tool through MyACCA where you can keep track of 

your learning and development activities throughout the year in detailed sections which align with the 

information we require from you. 
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 CPD Record Submitted 
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 CPD Declaration Form 

 

 

Alternatively, you can indicate if you have not been able to meet the requirement. CPD is a 

membership obligation, and so if you select this box, ACCA will contact you to help you by 

coaching you and advising you as to what you need to do to make up your CPD shortfall. 

Suitable: the audit professional as defined by IFAC (below engagement partner level - has 

responsibility / delegated responsibility for significant judgments in the audit of historical 

financial information).  

Not suitable: experts who undertake specific tasks within an audit (e.g. tax, IT, or valuation 

experts). 


