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Dear Colleague,

Welcome to the AoR’s Continuing Professional Development (CPD) Handbook.

We have tried to make the information in the Handbook as clear and helpful as possible. The
scheme has been well received and embraced by members and we have learned of an
amazing variety of ways in which members have undertaken their CPD activities to benefit
their reflexology practice.

Feedback from members demonstrates that many of you are undertaking sufficient CPD but
may not always realise it and may not always record your activities and learning. | hope that
the information contained in this booklet will help to clarify what constitutes CPD and share
with you how others are recording and utilising their new knowledge and skills.

AoR members are respected all over the world and we are aware that other external
colleagues such as the Princes Foundation for Integrated Health and the newly emerged
Regulatory Bodies recognise that AoR members work to a recognised Code of Practice and
Ethics which supports high standards. This not only raises our profile with our colleagues, but
more importantly the Client receives the ultimate benefit: a highly skilled, professional and
competent Practitioner.

Remember that we are here to help you and your practice. A tremendous amount of
information can be found in Reflexions and on our website to help develop your knowledge
further. If you need support with your CPD or any other aspect of your practice please do not
hesitate to contact us. This is YOUR AoR and we are here to help.

Best wishes

Central Administration
Association of Reflexologists

Tel: 01823 351010
Fax: 01823 336646
Web: www.aor.org.uk
Email: cpd@aor.org.uk
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THE ASSOCIATION OF REFLEXOLOGISTS' CPD SCHEME

Section 1 — Introduction and Key Questions

Introduction

The AoR have developed a CPD scheme for our Full and Associate members, which first came into effect on
1st January 2007. All Full/Associate members are required to undergo CPD. The scheme is very user-
friendly and the AoR will help you throughout the process by providing guidance and support.

Background

The AoR consulted a range of other organisations and many members during the development of the pilot
scheme during 2005. This was followed by an extensive consultation of our draft scheme with members
during the spring of 2006. The aim of the consultation was to enable us to be fully aware of the views of
reflexology practitioners. The consultation was launched in Reflexions magazine, on our website and
followed by regional road shows across the UK. The feedback from members, as well as from other
organisations and individuals, has meant that the scheme meets the needs of the AoR and its members,
including current and future Regulators.

Features of the scheme include:

* Easy to understand

* Simple to do

* Flexible to meet your individual needs as a practitioner

* Provides recognition for many activities that most members already do
» Can be achieved wherever you live and whatever your resources allow.

From the feedback received since the launch of the scheme it is clear that the scheme has been embraced
by most members and is working well.

The 2008 — 2009 Review

Members were given three years in which to familiarise themselves with the scheme and to obtain their 60
CPD points over this period.

In 2009 we reviewed how the scheme is progressing. This involved taking a sample of members’ CPD
learning logs to identify if further advice and support is needed and to identify if members are complying with
the Code of Practice & Ethics requirements. The review demonstrated that members are undertaking CPD
but they may not always recognise this or record it. Reflection forms part of the CPD cycle and information
will be developed to assist members with this. Members who may require additional support with recognising
and recording CPD will be supported by a Mentor network. This network will provide members with
experienced and helpful colleagues, with a view to ensuring that those needing assistance receive the
encouragement and support they need.

What is CPD?

The idea of organised, systematic CPD is still a fairly young one and good CPD practice is still developing.
We have, however, moved on from the initial idea that ‘CPD is a good thing’ and that we should just keep a
record of the CPD that we undertake.



The definition of CPD is:

‘The systematic maintenance, improvement and trading of knowledge and skills and the
development of personal qualities necessary for the effective execution of professional practice’.

The AoR Code of Practice and Ethics states that:

“Members are responsible for complying with the AoR Continuing Professional Development Policy and
guidance by regarding the AoR CPD guide and updating their training and conferring with colleagues with a
view to increasing their knowledge and awareness”

Continuing Professional Development (CPD) is the process whereby reflexologists take responsibility for
their own learning and development and apply it to improve their practice in the interests of clients and the
development of the profession. The term CPD is used to cover all relevant activity undertaken by
reflexologists to maintain, enhance and develop existing knowledge and skills, following the completion of
their professional practitioners’ qualification. CPD IS NOT just about participating in courses; further
guidance can be found later in this Handbook.

In the UK, the development of national education and training initiatives, National Occupational Standards
and further development of recognised qualifications has confirmed that ‘competence’ means not just the
acquisition of knowledge, but the application of this knowledge in practice. With the formation of voluntary
regulation accompanied by greater acceptance of complementary therapy on the NHS etc, it is vital that
professionally qualified therapists embrace the whole essence of CPD.

Why does the AoR require Full/Associate members to u ndertake CPD?

» We all have a part to play in raising standards, the profile of the AoR and the therapy. The best
practitioners are usually those who reflect on their practice and strive to continuously improve their
knowledge, skills and the service they provide to their clients.

» Reflexology is now subject to voluntary regulation, along with a number of other complementary therapies.
This is great news for maintaining standards. All regulated professions need to have a CPD scheme in
place and it is already recognised that we have a well established scheme in place.

All the main reflexology organisations and complementary therapy organisations will have developed a
CPD scheme.
« It helps to maintain reflexology as a major therapy in what is a widening field of complementary therapies.

» Reflexology is still young as a profession, and further development is needed to ensure that it maintains
the respect of the public and health care professionals alike.

Who is required to undertake the AoR CPD Scheme?

« All Full/Associate members are required to undertake CPD as a condition of membership.

* This includes Full/Associate members who live outside the UK.

» Student members are not required to do CPD because they are undertaking CPD by taking a course of
study. If students undertake other CPD events in addition to their practitioner training, the points can be

carried forward to their first year of full membership.

» Friend members do not need to undergo CPD because this category of membership is aimed at people
with an interest in reflexology rather than reflexology practitioners.



Why should | do CPD?
Many reflexologists, without consciously realising it, are already actively involved in CPD. The benefits are:

» Gaining a deeper or broader knowledge and understanding of your profession.

» Developing new approaches.

» Improving professional relationships with reflexologists and other professionals.

» Gaining further professional satisfaction, enthusiasm and confidence.

* By engaging in CPD, reflexologists can assess their own practice and can, through personal reflection,
focus their energy effectively on areas for development.

» Greater esteem for the profession in the eyes of the public with a likely increase in client numbers.

» Greater esteem for the profession in the eyes of other healthcare professionals, leading to increased
referrals.

» Improved awareness of developments in the field of reflexology.

» Commitment to CPD says a lot about you as a professional

How and when should CPD be undertaken?

Hopefully, all Full/Associate members continuously reflect on how their practice is going and on the quality of
service they provide to clients, which means that much informal CPD is done without even realising it. We
are flexible about when and how this should take place. This is detailed later in the Handbook.

Where can CPD be undertaken?
This is very flexible, but it can take place:

* In the place of practice

* In communication with one or more colleagues
By distance learning

* In group settings, small informal meetings, area group meetings or large formal events
* On the internet

» At home

* In educational establishments

» Reading

 Reflecting on your practice

» Undertaking or assisting in research
 Tutoring/mentoring others

The list is endless.
What is meant by * Professional Practice’ ?
Your professional practice includes all of these:

* Your service to clients

» The application of your knowledge and skills in treating clients
e The customer care you provide to clients

» The type of approach that you have to reflexology

» Specialisms in reflexology

 Your practice as a business, or as an employee

 Your reputation

 Your accessibility to potential clients




Who decides what counts as relevant learning or dev  elopment?

The only person who knows exactly what activity is relevant to your practice is you. This is
why we are placing the responsibility for deciding what is relevant upon the individual members. So,
if a counselling course you plan to do is relevant to how you work with your clients, then it should
count. You need to be able to demonstrate to yourself that the activity would be of benefit to your
practice.

This may involve mainstream reflexology, a specialist area of reflexology or advanced
training in reflexology. Other examples to convey the diversity of relevant activities include:

Other therapies - Learning or development in any other therapy where you can
demonstrate learning relevant to your reflexology practice. You must however be able to
demonstrate how the activity benefited your reflexology practice.

Counselling — any aspect of learning which helps you to develop the therapeutic
relationship side of your practice, including courses covering elements such as listening skills,
counselling , mentoring, life coaching, psychology and other similar areas.

Business skills — any learning which will enable you to develop the business side of your
practice, including marketing, bookkeeping, promotion, business planning and other similar areas.

Anatomy & physiology (A&P) and condition management — any learning which will
enhance your understanding of A&P in relation to your practice including refresher/advanced learning
activities and/or research into conditions, systems and other areas directly relevant to your practice.

Other relevant medical approaches - any learning, including first aid and any other aspect
of medical practice or healthcare, which you can demonstrate is relevant to your development as a
reflexology practitioner.

Supporting others -this could be as a Mentor or Tutor or any activity where you support and
enhance others’ learning.

| am a multi-therapist - will development in my othe  r therapies count?

Many of our members are multi-therapists. If the member is able to demonstrate that they
have undertaken an activity for another therapy and it is also relevant to their reflexology practice,
then they can also count it towards their AoR points. We recognise that much of the knowledge and
skills acquired are transferable between therapies or other health care professions.

AoR members who also belong to other organisations will carry out development activities to
meet their CPD obligations for those organisations. Our flexible approach means that development
activity in non-reflexology activities may well count as CPD for the AoR. We certainly don’t wish for
members to undertake extra activities for the AoR scheme if they don’t need to!

| am also a nurse — will my nursing CPD count?

There is a great deal of professional development required of nurses and other healthcare
professionals which would be relevant to reflexology practice. If this applies to you, you just need to
decide which of that development is also of benefit to your reflexology practice and record it on your
log sheets. CPD activities undertaken for professions other than your main reflexology practice
could apply to several categories of the AoR’s CPD scheme.

| am a part-time reflexologist — do | need to do CPD?

Yes, most of our Full/Associate members practise reflexology on a part-time basis. For this
reason we have ensured that many of the possible CPD activities can be done quickly and easily.
Many activities have little or no cost and can be done locally or even at home. People often think of
CPD as solely attending courses and workshops. It's not just attendance at courses and workshops
—it's much more than that. It's undertaking any activity you have decided will genuinely help
maintain or improve your practice. In other parts of this document, there is plenty of advice and
examples on no/low cost and relevant activities you can do.



How do the categories and values of other CPD schem  es relate to that of the AoR?

The AoR scheme initially required members to accrue an average of 20 points per year over the 3 year
development period. From January 2010 members will be required to undertake 20 points of activity each
year. Other organisations may have different CPD categories and different point values for their activities.
To meet the AoR’s CPD requirements, members will need to ensure that they refer to the guidelines for the
AoR’s CPD scheme and not those of another organisation.

If you carry out CPD activities for your membership of other organisations (e.g. for another therapy) that
activity may also count towards your AoR CPD activities, providing it contributes towards the development
of your reflexology practice. Likewise, AoR development activities you undertake may well meet the CPD
needs of other organisations.



Section 2 — List of valid CPD activities

Allocation of Points
Professional Activities . Limit per
Points
year
Being a representative of a professional body on external
1. sub-groups, committees or Boards 1 per hour 15
(any group/meeting formally representing the AoR)
Organising conferences, seminars, AGMs, or meetings
2 which contribute to the development of reflexology 1 per hour 15
3. Practitioner exchange session 1 per hour 15
4, Volunteer reflexology work 1 per hour 15
5. Mentoring, buddying or supervising others 1 per hour 15
6. Acting as an Area Group Leader, Officers or other key role 1 per hour 15
7. Attending national or international reflexology conferences 20 per day 40
8. Attending t_rade shows or conferences 1 per hour 10
(Local, regional and national)
9. Contributing to development of reflexology as a profession 1 per hour 15
10. Parthlpatlon at subcommittees, working parties or 1 per hour 15
meetings
Professional Development
11. Attending an AoR Area Group Meeting or seminar 1 per hour 20
Participating in a First Aid course
12. - AoR approved i pg: 223: ig
-Non- AoR approved P
13. Attendance at an AoR CPD approved event or 2 per hour 40
course
14. Attendance at a non AoR CPD approved event 1 per hour 40
15. Del|\_/ery of an AoR CPD approved workshop, course or 2 per hour 20
seminar
16. DeI|\_/ery of non AoR CPD approved workshop, course or 1 per hour 20
seminar
17. Delivery of reflexology practitioner training 1 per hour 20
18. AoR approved E-Learning seminars 2 per hour 10
19. Non AoR approved E-Learning seminars 1 per hour 5
Qualifying in new professions
20. (CAM or business related) 2 per hour 10
21 Completion of a distance learning course (CAM or business 2 per hour 10
related)
Self Directed Learning/Personal Development
22. Informal learning activity 1 per hour 15
23. Reflective practice 1per hour 10
24, Publication of a case study, article, review or book 1 per hour 10
25. Personal Development 1 per hour 20




Points

Research AIIocatuon of Limit per
Points
year
26. Reflexology research project 2 per hour 20
27 Parqupatmg in/contributing to a fully recognised and 2 per hour 20
published research paper
Participating in/contributing to a fully recognised and
28. published CAM research paper 1 per hour 20
29, Organ!sanon or contribution to pilot studies (your own or 2 per hours 15
others’)
30. Delivering/presenting research 1 per hours 10
Public Relations
31. Promoting reflexology 1 per hour 15
Providing support to AoR
32. Media activities 2 per hour 20
33. Promoting reflexology via radio/TV 1 per hour 10
Business Development
34, Developing/producing a business/marketing plan 2 per hour 10
35. Sourcing business advice/guidance 2 per hour 10
36. Participating in a spec_lflc business related 2 per hour 20
course/workshop/seminar
37. Reading business related material 1 per hour 10

In the following section, there is more detailed guidance to help clarify the categories of valid CPD
activities. Please refer to this guidance in conjunction with the list when planning your own CPD, and
certainly before undertaking any activity.
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Section 3 - Guidance on meeting criteria for CPD act ivities

This section provides an explanation of each of the CPD categories in the list. The evidence sections for
each category indicate the type of evidence members should keep, relating to each CPD activity. This
evidence will form the majority of the CPD portfolio. We realise that some activities do not naturally
generate documented evidence. In these circumstances, we ask that you provide a brief, written account of
the activity, ensuring that you summarise how it will help with your professional practice.

Category

Professional Activities

Being a representative of a professional body on in ternal/external sub-groups,
committees, Boards (any group/meeting formally repr esenting the AoR)

This occurs if you have been requested to represent the AoR either at a local level, for
example your area group, or by participating in a project or meeting etc.

Evidence

Copies of notes from the meeting indicating your presence.

Organising conferences, seminars, AGMs, meetings wh ich contributes to the
development of reflexology

Members often play a role in the above either at a local level, for example your area
group, or assist the Taunton office at a regional or national level.

Evidence

A brief outline of the activity and your role within this.

Practitioner Exchange Session.

Practitioner exchange sessions can take different forms. At the simplest level, they
involve one reflexologist treating another reflexologist. Following the treatment, they can
review differences in their approaches to clients, approaches to conditions or different
sequences. Further development needs may also be identified. It is recommended that
the partner reflexologist undertakes an agreed series of treatments. Practitioner
exchange can usually be carried out locally, at the convenience of the practitioners. The
partner for this activity does not have to be an AoR member, although they should be a
gualified reflexologist or training to be a practitioner.

Practitioner exchange can also include where a practitioner joins another practice or
works at another clinic for a limited period of time to experience new approaches to
practice. This may be a reciprocal arrangement. It includes work-shadowing, job rotation
and secondments. It also includes where a practitioner acts as a ‘locum’ at another
practice to cover reflexology treatments for another practitioner.

Evidence

A letter from the reciprocating practitioner/clinic confirming the extent of exchange or
locum sessions. A statement in the member’s log, evaluating the benefits of the activity to
their practice.
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Volunteer Reflexology Work

This includes unpaid work at hospitals, hospices, in the work place, or for
community groups.

Evidence

A letter from the organisation to confirm your contribution. If formal evidence is not
available please make a written statement about the activity.

Mentoring, buddying or supervising others

Mentoring is the provision of guidance or support, usually on a one-to-one basis.
Both the provision of mentoring and the receiving of mentoring are included. In this
context, mentoring is usually provided by a peer or other relevant professional. This
is sometimes known as buddying. For those practitioners who are employed, there
may be mentoring, peer review or supervision schemes already present at your
place of employment, for which there may or may not be a formal procedure. The
activity may be carried out in a formal or informal way. The support provided may
be related to personal or professional development where it has a direct impact
upon the work of the practitioner. In this context, counselling, coaching or NLP
could also be applicable.

Evidence

Maintain a log of mentoring activities provided or received. Confidential information
does not need to be held. You must be able to demonstrate how the activities in this
category have relevance to your development as a practitioner.

Acting as an Area Group Leader, Officers or otherk ey role.

Members who play a vital role for the AoR undertake a considerable amount of work
and with this obtain professional development. You may, for example, have never
presented to an audience before, or never have undertaken a financial role. One
thing that is certain is that you will learn something new and this can be recognised
within this category.

Evidence

A brief overview of the particular activity and what the learning outcomes were. This
can be supported by other colleagues writing a brief statement on your role etc.

Attending National or International Reflexology Con ferences.

This includes conferences hosted by other reflexology organisations in the UK and
worldwide. A conference relating to a different therapy or several therapies may be
valid, but only time spent on activities relevant to your reflexology practice should be
counted.

Evidence

A certificate of attendance or confirmation of booking letter for that conference. Also
include (where possible) the programme for the event.

Attending trade shows and conferences (local, regio nal and national)

A wealth of information is obtained by attending the above events. You may find that
even if you come away with one new piece of information that will help your
business or practice, this counts as CPD.

Evidence

A copy of the programme and a written overview as to why you attended, as well as
what you have learnt and put into practice as a result of attending
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Contributing to development of reflexology as a pro fession

This is very much an open category where you can indicate any activity you have
undertaken that has contributed to reflexology. You may, for example, have written
something that has contributed to raising the standards, or participated in meetings
such as Skills for Health. Through providing your input and feedback, you contribute
to the development of the therapy as a whole.

Evidence

A written description of the activity and supporting evidence such as notes of
meetings etc

10. Participation at subcommittees, working parties or meetings
This category can cover any role that you have played internally (within the AoR) or
external to the AoR.
Evidence
A copy of the notes of the meetings, as well as a written description of your role,
what you contributed and what you learnt as a result of being involved.
Professional Develoment

11. Attending an AoR Area Group Meeting or similar.
The AoR’s Area Group network is an excellent way to meet up with other local
practitioners (and students) to share good practice and to support each other. Many
Area Groups provide speakers and workshops. In some areas, there are other
similar non-AoR groups for reflexologists. Attendance at any of these meetings and
events counts as CPD. Meetings for other therapies can also count. Making a
significant contribution to the organisation of an Area Group and giving a
presentation to an Area Group are also valid activities. The AoR’s Area Groups are
already growing in number and size, and provide excellent opportunities for local,
low cost CPD. See the AoR website for details of Area Groups or call us on 01823
351010.
Evidence
A certificate/record of attendance provided by an Area Group would constitute
suitable evidence. A certificate or statement indicating the contribution made,
provided by an Area Group committee member would also be suitable.

12 First Aid courses.

The AoR encourages all members to maintain their skills and knowledge in First
Aid. Certification for attendance at any First Aid course that is recognised by the
HSE is valid. The types of courses include ‘Appointed Persons’, ‘Emergency Aid’
and ‘First Aid at Work'.

Evidence

Copy of a relevant First Aid certificate.
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13.

Attendance at AoR approved events

Approved events are ones where the organiser is registered with our CPD Approval
Scheme.

The term “event” includes delivery of any kind of talk, workshop, course, seminar or
organised training activity about reflexology, or of relevance to reflexology practice. It
can include, for example: a workshop delivered to qualified reflexologists; an AoR
seminar; a workshop provided to an Area Group; a reflexology refresher course; an A&P
update; training for another therapy where it is relevant to reflexology practice; delivery
of medical approaches or first aid. Details of forthcoming CPD events are also available
on the AoR website.

Approved events will be listed on the AoR website. Although an approved event may be
listed in certain editions of Reflexions, please note that Reflexions also contains
advertising for events that have not been approved by The AoR. Approved events
receive double the points per hour in comparison to non-approved events, because the
provider has confirmed their commitment to certain quality assurance requirements with
the AoR. Where the event is related to a different therapy, the member should be able
to demonstrate how that training has benefited their reflexology practice.

Evidence

A certificate of attendance and/or a certificate of achievement for the event.

14.

Attendance at non-AoR approved events

Non-AoR approved events are ones where the event has not received formal AoR
approval for CPD. We recognise that there are many valuable training events, on a
wide range of themes, around the UK and the world, and that many of these will not be
AoR approved. This will particularly be the case when the topic of the event is not
directly about reflexology, but is for example, about another therapy or a medical
approach. Although the providers of a proportion of these events may not wish to seek
AoR approval (e.g. if the event relates to another therapy or a non-therapy topic such as
medical approaches), these events may provide valid training and development and can
count for CPD.

Evidence

A certificate of attendance and/or a certificate of achievement for the event.

15.

Delivery of an AoR approved workshop, course or semi nar

This category is aimed at trainers. To qualify, the activity must have been approved by
the AoR for delivery by you. You would need to be a registered provider with the AoR
and have received confirmation of event approval from the AoR. Approved activities
such as these accrue double points because the AoR is able to have greater
assurances about the quality of provision and also because the AoR is in a better
position to make more members aware of the activity. This includes delivery of any kind
of talk, workshop, course or seminar about reflexology, or of relevance to reflexology
practice. It can include, for example: a workshop delivered to qualified reflexologists as
CPD; a workshop provided to an Area Group; an introductory or taster course for the
public or a community group; a reflexology refresher course; an A&P update; training for
another therapy where it is relevant to reflexology practice; delivery of medical
approaches or First Aid. Details about seeking provider registration and course
approval are available in the document entitled ‘CPD Event Approval.” Details will be
available on the AoR website. Please note that there are charges for event approval
and, therefore, this process may not be appropriate for all types of talk or event.

To determine the number of hours involved in an activity, please include the actual
delivery time, together with any time spent on research or on drawing together the
information for the presentation, or related learning materials. It does not include
general administration time, such as photocopying or dealing with bookings or queries.
Evidence

Examples include: a copy of the brochure or advertising material; relevant
correspondence, photographs, a copy of the AoR event approval confirmation.
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16.

Delivery of a non-AoR approved workshop, course or s eminar

This category is aimed at trainers. It covers events or talks where AoR approval has
not been sought or received. The types of activity/presentation considered relevant
are the same as those stated above for AoR approved delivery. However, it can
also include delivery of a non-AoR reflexology practitioner’s training course. This
would apply to a substantial course of at least 100 direct tutor contact hours. In this
instance, the preparation and delivery of the entire course does not count. What
can be counted are: the aspects of research, development and delivery which have
demonstrably improved your knowledge and skills as a reflexology practitioner. It
also includes internal and external moderation or verification, where appropriate.
Evidence

The evidence requirements are the same as those stated above for AoR approved
delivery, except that evidence of AoR event approval is not required.

17.

Delivery of reflexology practitioner training

This category applies to trainers who deliver reflexology practitioner training for the
AoR'’s recognised practitioner course. This is currently known as the ABC Level 3
Diploma in Reflexology. The delivery of non-AoR practitioner training courses is
included in category 16. When using category 18 it does not apply to all the training
you provide but activities that enhance your own knowledge and skills. In this
instance, the time spent on the delivery of the entire course does not count. What
can be counted are the aspects of research, development and delivery which have
demonstrably improved your knowledge and skills as a reflexology practitioner. This
may include creating, planning or substantially updating lectures, learning materials
or other learning activities. It also includes internal and external moderation or
verification.

Evidence

A log of development work carried out, signed by a supervisor if applicable. Copies
or extracts of new learning materials, lesson plans or relevant documentation.

18.

AoR approved E-Learning Seminars

This is a new category recognising that E-Learning seminars are a very useful tool
to either busy therapists or those who may be unable to attend a seminar in person.
Evidence

A copy or details of the seminar and evidence of your participation together with an
overview of why you accessed this seminar and what you have learnt and applied
as aresult.

19.

Non AoR approved E-Learning Seminars

This is a hew category recognising that E-Learning seminars are a very useful tool
to either busy therapists or those who may be unable to attend a seminar in person.
Evidence

A copy or details of the seminar and evidence of your participation together with an
overview of why you accessed this seminar and what you have learnt and applied
as a result.

20.

Qualifying in new professions (CAM or business rela ted)

We are aware that many members have a desire to qualify in new professions either
obtaining a qualification for a new therapy or embarking on a business related
gualification.

Evidence

A copy of your qualification certificate.
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21.

Completion of a distance learning course (CAM or bu  siness related)

Distance learning courses, particularly business related courses, are becoming
increasingly popular.

Evidence

A copy of the course you have undertaken and evidence that you have completed
the course.

Self Directed Learning/Personal Development

22.

Informal Learning Activity

This is a broad category which provides credit for researching any
information source to provide updating of existing knowledge, new areas of
knowledge or development of new approaches. Types of activity include reading
relevant journals, books, reports or articles. These may have been accessed via a
subscription to a paper/electronic/online journal. However, we recognise that much
informal learning takes place through reading books or journals for which a
subscription is not applicable. Such publications may have been purchased or
borrowed from the library or a colleague. Such sources of information are equally
valid. Some Area Groups operate a book sharing system. It includes relevant
research papers and online research sites. Subscribing to or reading the Reflexions
journal qualifies for this. Also included are watching relevant TV programmes,
downloading and using information from relevant websites, carrying out online
learning or using CD ROMSs to obtain relevant information. Using the AoR’s
discussion forum to obtain information or guidance about approaches to treatment
or contributing to the range of discussions is also valid CPD activity. Some of the
above activities are very flexible and can, for example, be carried out from the home
or whilst travelling on the train.

Evidence

Keep a record of the details of the publication, the source of the information,
or the address of the website/s. Include any printouts where relevant and the date/s
the information was obtained. In your CPD log, you need to indicate how this activity
has, or will, benefit your practice.

23.

Reflective Practice

This acknowledges the important role of reflective practice in personal and
professional development. It can include, for example, reflecting upon: the
application of your knowledge and skills in treating clients; the customer care you
provide to clients; the type of approach you have to reflexology; specialisms in
reflexology; your success in your practice as a business or as an employee; your
reputation or your accessibility to potential clients. Reflecting upon your needs may
also involve consulting with other specialists, professional services or peers. It also
includes the time spent in planning the way forward, e.g. developing a business plan
or researching into getting involved in a new specialism. It can include determining
your development and learning needs or implementing your development plans.
Evidence

There may not be naturally occurring evidence for some aspects of this CPD
category. However, brief statements from colleagues, peers or specialists who have
helped you would be valuable. If the reflective practice has been largely in isolation,
then you will need to make your own statement about your activities, explaining how
your practice has, or will, benefit from this.
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24,

Publication of case studies, articles or reviews

These include articles in Reflexions or other similar journals or magazines. The
journal may represent another therapy but the content of the article should have
some direct relevance to reflexology. The review may be carried out for the AoR or
another organisation. The presentation of a reflexology paper or similar at a
conference or seminar is also included.

Evidence

Keep a copy of published pages. Case studies completed as part of the
practitioners’ qualification are not acceptable, as CPD starts after the reflexologist
has qualified as a practitioner and has upgraded to become a full member.

25.

Personal Development .

There is a strong synergy and overlap between personal development and
professional development. Any activity leading to your personal development in a
way that has direct bearing upon your reflexology and business practice can be
included.

Evidence

A personal statement about the development activity, explaining how it led to
changes in your reflexology practice; statements from peers, mentors or people
involved; any other relevant documentation.

Research

26.

Reflexology Research Project

It is recommended that you discuss your research activities with the AoR’s
Research & Development Manager, who can provide support and information. A
research pack is available from the AoR to help with planning research. The work
may be formal research or informal research, where the gathering of information
such as a case series relating to treatments on a number of clients with a condition
or other factor in common.

Evidence

Documents may include a copy of the research paper or proposal; relevant
correspondence with agencies/collaborators/sponsors; a letter from a relevant
educational establishment; or a confirmation letter from the AoR’s Research &
Development Manager.

27.

Participating in/contributing to a fully recognised published research paper

Members are encouraged to participate in and/or contribute to published papers.
You may for example have provided case study information or have been engaged
in undertaking research either for yourself or with another individual/organisation.
Evidence

A detailed account in relation to how you participated or a witness statement from
the author/publisher.

28.

Participating in/contributing to a fully recognised published CAM research
paper

Members are encouraged to participate in and/or contribute to published CAM
research papers. You may for example have provided case study information or
have been engaged in undertaking research either for yourself or with another
individual/organisation.

Evidence

A detailed account in relation to how you participated or a witness statement from
the author/publisher and a copy of the research paper.
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29. Organisation or contribution to pilot studies (own or others’)
You may have been involved in a pilot study with others or you may have conducted
an individual study. No matter how long or involved the study may have been, your
contribution would have been a learning experience.
Evidence
A written synopsis as to the nature of the pilot, your role and the outcomes.

30. Delivering/presenting research
In most cases, if an individual is involved in research they will most likely have
presented the research to others. This may be on a very small scale or at a local,
national, regional or international level.
Evidence
A copy of the programme, agenda and/or a witness testimony from an individual
that was present.
Public Relations

31. Promoting Reflexology
At some point most members provide demonstrations or tasters in public places,
community and employer groups. Some members help to staff stands run by Area
Groups or the AoR. Some members write articles for their local newspaper or
community magazine to promote reflexology or their own practice. All of the above
activities are valid as CPD; however, these are just examples and are not an
exhaustive list. Other activities which fit with this category (you would need to be
able to demonstrate this) are also valid. Points can also be obtained from promoting
the AoR at the request of the AoR e.g. radio and media interviews.
Evidence
Copies of Articles, press cuttings or details of when, where and how you promoted
reflexology. Photographs, letters, copies of articles or booking documents as
appropriate. A statement from a colleague involved in the promotion.

32. Providing support to AoR Media activities
The AoR relies on the support of its members to provide information to the media
either directly, e.g. to a journalist, or by way of a contribution to the AoR. These
activities could have been undertaken locally perhaps via an Area Group or by
responding to requests from the Taunton office.
Evidence
A written statement detailing the activity and your contribution and/or a copy of any
published information, e.g. article.

33. Promoting reflexology via radio/TV

The AoR relies on the support of its members to participate in promoting the therapy
and the AoR via TV and Radio. These activities could have been undertaken locally,
e.g. local radio, or nationally, e.g. a national TV programme.

Evidence

A written statement detailing the activity and your contribution.
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34. Developing/producing a business/marketing plan
In order for you to maintain and develop your business, it is essential that you
develop a business and/or a marketing plan. Please do not be put off by the
terminology. The plans can be very simple, just detailing what you would like your
business to look like in three years and your plans to achieve this.
Evidence
A copy of your business or marketing plan.

35. Sourcing business advice/guidance
Members may not be aware that they have access to a range of local business
support.
-Business Link (www.businesslink.gov.uk) operates in all areas of England.
-In Scotland you can find support through the Business Gateway
(www.bgateway.com)
-In Wales you can find support through www.business-support-wales.gov.uk
-In Northern Ireland you can find support through www.nibusinessinfo.co.uk.
Evidence
Details of meetings, conversations and reading material or attendance at workshops
etc.

36. Participating in a specific business related course Iworkshop/seminar
This can be any activity that is purely related to business. This can range from
workshops on tax to marketing.
Evidence
A copy of the course etc, attendance certificate.

37. Reading business related material

Reflexions usually carries a section on business development. Reading this section
counts as CPD. Reading books on business or business related publications such
as magazines can be included also.

Evidence

A list of reading material and what particular information you have found useful and
how you have incorporated this in your business.

Travel to attend a CPD activity

In the pilot phase of the Scheme, we allowed members to count travel to events. As members have learned
more about the whole range of opportunities for CPD we will no longer provide this category.

As a professional association who regularly engages with other professional associations and Government
Bodies, it is essential that our scheme is regularly reviewed and developed. CPD is about the learning and
development that an individual obtains. Travel is not a CPD event and now that our members understand the
full range of CPD activities, sufficient CPD points can easily be collected.
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Section 4 — Detalls of how the CPD scheme works

Accruing CPD Points

Following wide consultation and following the Reflexology Forum overarching guidelines, the scheme has
been designed to be as clear and simple as possible to ensure that all Full/Associate members understand
what they need to do and are able to implement it very easily. It is also very flexible to meet individuals’
needs, which may change with time.

« All valid activities will earn points according to the table in Section 2 entitled ‘List of valid CPD activities”
From this list you can work out how many points you can earn from any particular activity.

« An explanation of the types of relevant activity in each category and the evidence requirements, are
included in Section 3 entitled ‘Guidance on meeting criteria for CPD activities'.

« From 2007, members need to carry out CPD which requires you to accrue at least 20 CPD points per
year.

* We advise members to aim for at least 20 points, and, where possible, to record all activity as they go
along to keep the process manageable, without too much pressure in subsequent years.

What records do | need to keep?

e The CPD scheme is largely a self-administering system for members.

« The AoR requires members to maintain a simple CPD portfolio, at home. The portfolio is a file which
comprises CPD log sheets, plus any other written evidence.

« When you renew your membership, you need to declare to us that you have undertaken your required
CPD. There is an onus of trust by the AoR upon members although we will be undertaking random
samples three times per year.

« To help members understand and complete the evidence requirements, there is an example in Appendix
1.

« There are some checks in place, which include the AoR carrying out sample auditing. This is explained

below.

« You do not need to send us the portfolio unless we specifically ask for it as part of a sample audit.

How to maintain your CPD Log sheets

« Record the date(s) of your activity.

« Record the title and brief details of activity.

« State the duration of the activity in hours or days, as appropriate.

 Carefully consider how the activity has benefited your practice. It is not enough just to put down what the
activity consisted of, but is much better to specifically detail how this activity has helped you and your
business. The sample log sheet in this document will give an example of how this should be recorded.

« Record which CPD category the activity falls into.

« Work out the points accrued from the activity.

Providing supportive evidence for your portfolio

« For each activity, you will need to gather together evidence, where it is available, to corroborate what you
have done.

« Evidence can include certificates, print-outs, attendance records, letters, photographs or signed

statements. Statements can be signed by a colleague, tutor, supervisor, or anyone who has witnessed

your participation in a development activity.

The typical types of evidence for each category of CPD activity are explained in section 3.

It is recognised that some activities may not naturally generate evidence. However, this should not deter

someone from counting the activity as valid CPD. In these cases, the activity should be described in

writing by the member and the reasons for absence of evidence stated.
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Complying with the requirements of the scheme
In 2008-9 the AoR carried out an audit of a percentage of its members. The purpose of this audit was:

« To ensure that members are actively undertaking CPD

« To ensure that the guidance provided by AoR is understood by members

« To ensure that the requirements of the scheme are being met by members

« To provide information to AoR about the categories of CPD activity that are being undertaken.
 To provide information for periodic reviews of the scheme.

« To ensure that the trust element and spirit of the scheme is not being abused by members

A percentage of our members were randomly selected for audit. The AoR initially asked for copies of the
members’ log sheets. The logs were analysed and we provided the members that were surveyed with
feedback about their individual records. The audit has enabled us to modify our CPD documentation and
identify future action.

What happens if | do not or am unable to comply wit  h the requirements?

By taking note of the views of the reflexology profession, including members, during the consultation phase,
and by consulting with other similar organisations about their experiences of CPD, we have developed a
scheme that is simple, flexible and relevant to your professional work. This means that all members should
be able to meet requirements.

To ensure that it is successful and fulfils its purpose, the AoR will monitor members’ progress with the
requirements of the CPD scheme. There is a responsibility on the part of members to ensure that any CPD
carried out is relevant to their reflexology practice. However, the choice of activities will rest upon their
professional judgment. It is also important to accrue the required number of points.

The scheme has been designed to enable reflexologists to exercise their own judgment and make choices
about their own learning needs and interests. There will be a number of controls to ensure that the scheme is
not abused.

From January 2010, the AoR have put in place a syste m to support you should you not meet the CPD
requirements upon your renewal. This will be to off er you one of the following two options to help
you get back on track:

Option 1) To downgrade your Full membership to an A ssociate membership

An Associate membership is a probationary 12 month membership during which the member cannot use the
letters MAR after their name or advertise that they are a Full member of the AoR. When you reach the end of
this 12 months, you will be given the opportunity to renew as a Full member if you can demonstrate that you
have gained 20 CPD points in the interim. This will be done by checking your CPD Folder/ Log sheets.
Please be aware that you may additionally be asked to partake in a Mentoring and Assessment session (see
below).

A note for all of our Fellow members _: If you do not have the required 20 CPD points by the end of your
year's membership and need to downgrade to an Associate membership, please be aware that you will no
longer be eligible for your Fellowship membership when you upgrade at the end of the year. All upgrades for
previous Fellow members would revert to Full member status.

Option 2) To partake in a 1-1 Mentoring and Assessm  ent session

This is a 1-1 session with one of our specially trained Mentors, which is arranged for you by the AoR. Your
Mentor is there to provide a specified period of mentoring (measured in hours) for you alongside an
assessment as to whether you are operating at a level befitting AoR Full membership. During or after your
session, your Mentor would fill in a short assessment form, which they will return to the AoR whilst also
forwarding a copy to the Mentee.

Continued overleaf...
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Each hour you spend with your Mentor will equate to 5 CPD points. The Mentee is expected to book at least
the number of hours required to increase the CPD points that they have already gained to a total of 20 for the
year. These CPD points will only be applicable to supplement your previous year’'s CPD — they cannot be
brought forward to the current year.

The Mentoring and Assessment session will normally take place up to 1 month before your renewal date. As
you cannot renew without having a 20 CPD points over your membership year, this may delay your
membership renewal until you complete the session.

A Mentoring and Assessment session costs £25.00 per hour of mentoring time. The Mentee will also be
expected to meet the travel costs of the Mentor at a rate of 25p per mile (or second class rail fare plus taxi
fare from and to the station).

In order to book a Mentoring and Assessment session, please contact Central Administration.

Failure by a member to return their membership renewal form with the CPD declaration completed and
signed, may result in the removal of their status as MAR, unless they can provide timely evidence of mitigating
circumstances (see below). False or fraudulent claims may also result in the above steps. The AoR will
regularly audit a sample of members. These members will be required to provide a copy of their portfolio and
the portfolio will be checked for authenticity and sufficiency.

If you do not wish to undertake CPD you can either:
» Change your status to Friend but you cannot use MAR
* Relinquish your AoR membership.

Extenuating circumstances

The AoR can, at its discretion and under special circumstances, defer or waive the CPD requirements for a
member. If your own situation precludes you from completing your CPD requirement, you must contact the
Chief Executive at the earliest opportunity to inform her of this. The Chief Executive will consider each
situation on an individual basis and a time bound agreement will be agreed. Flexibility has been built into the
scheme to enable members to take into account some constraints or extenuating circumstances.

Appeals

A member has the right to appeal to the AoR against a decision made about their CPD activities. To appeal,
the member should write to the Chief Executive. The appeal decision will be made by a small panel led by an
AoR Board member.
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How can | develop my CPD further?

Appendix 1 is a simple example of a completed log sheet, which should be self explanatory. At present
this record is acceptable, but as we move towards developing the CPD scheme, requirements may
change.

Professional Institutes guide their members to first undertake a personal performance review in order to
identify current competences and areas requiring further learning and development. This review (or
analysis) should take a balanced account of different aspects of your needs. Your needs could be
immediate e.g. | need to know about ... or more long term e.g. | would like to undertake a business
course/qualification. You may want to look at both ‘hard’ (practical) and ‘soft’ (behavioural) components of
performance. For example many practitioners are good at the practical (hard) element of giving
reflexology but may need to improve their customer care skills (soft element).

Having identified and prioritised your CPD needs, we suggest that you draw a plan of how these can be
met. This will include a number of activities, resources and timescales.

A suggested format for your review/plan is shown in Appendix 2.

The next stage is to put your plan into practice. The CPD log sheet can then record your CPD activities.

Is there anyone that | can speak to if | needto di  scuss CPD further?

There is always someone on hand to help. These include:
Central Administration in Taunton

Your Area Group Leader
An AoR Mentor (please contact the AoR office for details)

August 2009
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