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Continuing Professional Development 

Handbook 
 
This is the Law Society of Scotland’s Continuing Professional Development (CPD) 
Handbook. It explains the changes to CPD from 1 November 2011 and gives 
examples of how solicitors can comply with the Society’s CPD requirements and 
guidance. 
 
This document complements the CPD Requirements and Guidance document1.  
Frequently Asked Questions are also placed throughout this document in each 
relevant section.  A contents list of the frequently asked questions answered in this 
document can be found on the following page. 
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CPD Frequently Asked Questions     
 

Overview of changes section 
1. When do the CPD changes come into force? 
2. What are the main changes to the CPD guidance? 
3. Can I carry back/carry forward CPD hours? 
4. Does the Society recommend seminars by specific organisations? 
5. How many hours should I claim? 
6. What happens if I do not complete the required hours? 
7. My particular circumstances do not appear to be covered by the regulations or 

have changed during the practice year. What do I do? 
8. Why introduce the change to part-time, locum, unemployed and sabbatical leave? 
9. Can I still claim preparation time? 
10. I am working overseas. How do the changes affect me? 

 

Planning section 
11. Why introduce planning? 
12. Is there a specific date I need to plan by? 
13. How do I work out my CPD needs? 
14. How detailed does my plan need to be? 
15. Is there a specific way I need to plan? 
16. If I plan something and, for whatever reason, I do not end up doing that over the 

course of the year will that be held against me? 
17. Will I need to submit my plan to the Society as well as my record if I am included 

in the annual sample? 
18. Am I more likely to be sampled if I do not use the Society’s login? 
19. How do I use my login? 
 

Explaining, recording and justifying section 
20. What if I record CPD that isn’t covered in my plan? 
21. How should I record my CPD? 
22. What does the Society mean by justification? 
23. How much do I have to write when justifying CPD activity 
24. Do I need to record and justify hours over and above my minimum 20 hours? 
25. What happens if I undertake CPD in good faith but the CPD is not informative or 

does not cover the area that I thought it would? Can I claim CPD? 
 

What is verifiable CPD? section 
26. Why introduce verifiable CPD? 
27. What does the Society mean by verifiable CPD? 
28. Can I still claim CPD if the provider does not set out anticipated outcomes? 
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Overview of changes 
 
From 1 November 2011, a number of changes will be introduced in relation to the 
requirements for solicitors' CPD.  The minimum number of CPD hours that solicitors 
require to undertake per annum remains at 20 hours. Solicitors may count up to five 
hours of private study per annum. All CPD undertaken must be relevant to a 
solicitor’s individual development needs. 

 
The table below shows the differences between the pre and post 1 November 2011 
requirements. 
 

Pre 1 November 2011 requirements  

 

Post 1 November 2011 

 
Minimum hours per years 

 20 hours CPD per annum 
 15 hours in group study  
 Up to 5 hours of private study can 

be claimed 
 

Minimum hours per year 
 20 hours per annum 
 No group study requirements 
 15 hours must be verifiable2 
 Up to 5 hours can be private 

study can be claimed 
 

Management CPD 
All solicitors must undertake at least 5 
hours of management CPD per annum 
 

Management CPD 
No formal annual requirement although 
solicitors should do such CPD if 
necessary 
 

Online and distance learning 
Online and distance learning providers 
require to be accredited by the Society 
 
There is a limit of no more than 5 hours on 
how much online CPD can be claimed 

Online and distance learning 
Online and distance learning providers 
do not require to be accredited by the 
Society. 
 
There is no limit to how much online 
CPD can be claimed as long as it is 
verifiable 
 

Overseas solicitors 
Overseas solicitors are not required to 
meet the Society’s CPD requirements and 
can claim 20 hours of private study. 
 

Overseas solicitors 
Overseas are required to meet the 
Society’s CPD requirements3 

Carry forward/carry back 
All solicitors have the option of carrying 
forward and carrying back any group CPD 
activity carried out in October or 
November, respectively. 
 
 
 

Carry forward/carry back 
Carrying forward and carrying back 
CPD hours will no longer be allowed 
except in exceptional circumstances. 

                                                 
2 For a definition of ‘verifiable’ please see page 15 of this document 
3 Except in exceptional circumstances: contact Registrar@lawscot.org.uk   

mailto:Registrar@lawscot.org.uk
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Pro-rata concessions 
Formal pro-rata concessions exist for part-
time work, locum work, unemployed 
solicitors and those on sabbatical leave 
permitted.4 
 

Pro-rata concessions 
Formal pro-rata concessions for part-
time work, locum work, unemployed 
solicitors and those on sabbatical leave 
no longer permitted unless a waiver is 
granted by the Society. 

Planning, recording and justifying 
No requirement to plan, record and justify 
annual CPD. 
 

Planning, recording and justifying 
Requirement to plan, record and justify 
annual CPD. 

Additional Time 
 
Additional time (up to one quarter per hour 
of CPD) can be claimed for workshops and 
role-play activity. 

Additional Time 
 
Additional time (up to one quarter per 
hour of CPD) cannot be claimed for 
workshops and role-play activity. 

 

                                                 
4 Details of these concessions can be found in the previous CPD Guidelines - 
http://www.lawscot.org.uk/media/2598/appendixb.pdf  

http://www.lawscot.org.uk/media/2598/appendixb.pdf


1. When do the CPD changes come into force? 
     1 November 2011 
 

2. What are the main changes to CPD? 
 Solicitors are required to undertake a minimum 20 hours of relevant CPD per 

annum but 15 hours must be verifiable. 
 A maximum of 5 hours of private study can be recorded. 
 Solicitors are required to plan, record and justify their annual CPD. 
 Solicitors can claim credit for a wider range of activities – structured coaching, 

online learning, distance learning, one-to-one mentoring etc. 
 Solicitors are no longer required to carry out a minimum number of group 

study hours (although many solicitors will continue to participate in CPD in 
groups as it is an effective way of completing CPD) 

 There is no longer a requirement to undertake annual management CPD 
(although many solicitors will realise that management training is a 
development need for them). 

 There are no restrictions on personal study (for instance, a solicitor may 
undertake 15 hours of online learning or distance learning) so long as this is 
verifiable. 

 The guidelines in relation to online training and distance learning have been 
relaxed to allow greater flexibility. 

 Formal pro-rate concessions for part-time work, locum work, unemployment 
and sabbatical leave will no longer be permitted. Solicitors who wish to 
request a waiver must contact: registrar@lawscot.org.uk 

 Overseas solicitors, except those with exceptional circumstances, must 
comply with these regulations. Solicitors who wish to request a waiver must 
contact: registrar@lawscot.org.uk  

 

3.  Can I carry back/carry forward CPD hours? 
No. From 1 November 2011, carrying forward any CPD done in October into the 
following year, or conversely carrying back any hours done in November in order 
to complete your 20 hours for the previous year, will cease to be an automatic 
right.  
 
There may be occasions where individuals will have to make that request 
because of unforeseen circumstances, but it will no longer exist as an automatic 
right. If you require further advice on this matter please contact: 
registrar@lawscot.org.uk 

 

4.  Does the Society recommend seminars by specific organisations? 
No. The Society does not accredit any course provider. Solicitors should use their 
professional judgement as to whether a course is relevant to their development 
needs as a professional. 

 

5.   How many hours should I claim? 
This is a matter for the individual solicitor. The CPD system is one of self-
certification and relies on solicitors using their professional judgement.  
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The Society is aware that seminar programmes may change at short notice. 
Workshops, panel sessions etc cannot be timed accurately in advance. The 
individual is expected note the number of hours honestly and accurately 
attended. 

 

6. What happens if I do not complete the required hours? 
 

The Society will look sympathetically on cases where good reason can be shown 
for not completing the full requirement. If you suspect that you may have difficulty 
you should contact the Registrar’s Department on 0131 226 7411 or 
registrar@lawscot.org.uk at the earliest possible opportunity. 
 
However, failure to comply with the regulations may amount to professional 
misconduct. 

 
7. My particular circumstances do not appear to be covered by the 
regulations or have changed during the practice year. What do I do? 
 

You should contact the Registrar’s team by phone: 0131 226 7411 or by email: 
registrar@lawscot.org.uk  

 

8. Why introduce the change to part-time, locum, unemployed and 
sabbatical leave? 

 
The view of the Society is that solicitors in these situations have to be as 
competent as a solicitor working full-time. Again, if you wish to discuss your exact 
circumstances please contact: registrar@lawscot.org.uk  

 

9. Can I still claim preparation time? 
 

Yes. The provision from the previous guidelines states that: 
 
‘The preparation and delivery of training is a very effective means of 
learning. Solicitors involved as lecturers, tutors or leaders in any form of 
relevant group study may count preparation time up to a maximum of four 
hours towards the CPD group study requirement in addition to actual 
presentation time’. 
 
This is still valid under the new CPD requirements.  However, the statement 
changes in line with the shift of focus away from group study towards verifiable 
study. 

 
10. I am working overseas. How do the changes affect me? 
 

From 1 November 2011, Scottish solicitors working overseas will be subject to the 
same CPD requirements as solicitors working in Scotland. 
 
The view of the Society is that solicitors working overseas have to be as 
competent as solicitors working in Scotland. This is for a two main reasons: that 
they are ‘wearing the badge of Scottish solicitor; and, moreover, they may wish to 
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return to practise in Scotland in due course. 
 
The Society recognises that many of its overseas members will already be 
undertaking CPD which is relevant to their current practice rather than to Scots 
Law.  
 
The Society further recognises that many local Bar Associations or regulatory 
bodies may set out CPD requirements for solicitors. 
 
Solicitors in this situation may count such training as part of the Society’s CPD 
requirement.  
 
The Society has decided that the previous provision of overseas solicitors being 
able to claim 20 hours of private study as their annual CPD was no longer 
acceptable. The changes to the CPD guidance mean that there is no longer a 
requirement to undertake group study or management study and that online CPD, 
and webinars, can be counted more easily. 
 
Waivers still exist for solicitors working in jurisdictions with extremely limited CPD 
provision. If you wish to request such a waiver please contact: 
Registrar@lawscot.org.uk  

 
 
 

CPD Handbook 8 

mailto:Registrar@lawscot.org.uk


CPD Handbook 9 

Planning                     
 

What you need to know. What you need to do. 
Effective and regular CPD is an essential part of professional standards. Solicitors 
are expected to go through certain stages when planning and completing CPD, 
consistent with the Society’s focus on the relevance and learning outcomes of any 
activity. CPD should not be a collection of certificates of attendance nor is it a tick-
box exercise – solicitors should be able to demonstrate what they have learned and 
how they have developed their knowledge, skills and values as a result of carrying 
out CPD activities. 

Whilst planning is mandatory, the Society does not mandate that solicitors must 
plan/record their CPD on the Society’s website via the solicitor’s login5. Some 
practice units will already have their own systems and solicitors will wish to use these 
rather than duplicate effort. Others may prefer to use a paper based system.  All of 
these systems of planning and recording are acceptable, however, regardless of 
what system is used, all CPD requirements still apply.  Therefore, solicitors must be 
sure that any other methods that they use will allow them to fully exhibit their 
compliance with these requirements. 
 
However, from 1 November 2011, the annual sample (a minimum of 5% of the 
profession) will ask for evidence of planning, recording and reflection. Solicitors may 
therefore find it easier to evidence such activity if it has been lodged with the Society. 

 

 

 

 

 

 

 

 

 

 

 

 

                                                 
5 
https://www.lawscot.org.uk/wcm/lssservices/MemberServices/Core/AccountManagement/Inde
x.aspx?hkey=bf52176a-a2cf-4fcf-95ac-ce00c7722377  

https://www.lawscot.org.uk/wcm/lssservices/MemberServices/Core/AccountManagement/Index.aspx?hkey=bf52176a-a2cf-4fcf-95ac-ce00c7722377
https://www.lawscot.org.uk/wcm/lssservices/MemberServices/Core/AccountManagement/Index.aspx?hkey=bf52176a-a2cf-4fcf-95ac-ce00c7722377
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How to identify develop needs 

 
Stage 1 – Consider your current and likely future role(s). Do not only consider what 
you do (e.g. corporate finance, litigation, criminal defence or oil and gas) but all of 
your roles, for example: training supervisor; cashroom partner; department lead on 
tender processes etc. 
 
Stage 2 – Consider the sorts of CPD activity that may assist your professional 
development. One way to do this is to consider the following questions.  Note: 
Solicitors may wish to consider important milestones as well (see page 22) 
 
Potential development areas 
 
Have there been, or are there likely to be, updates in the area(s) of law in which you 
practice? 
 
Do you wish to expand your practice to new areas of law? 
 
Are there updates which you attend on an annual basis to keep you up to date in a 
particular area of the law? (e.g. Crofting Law Conference, Legal Aid Conference etc) 
 
Do you need an update on any of the following: Financial and business management; 
Budget Control; Computer/IT skills; Interview techniques, Personnel management; 
training skills; Setting Priorities; Time management? 
 
Are there any legal skills that you need to hone (e.g. writing and drafting, negotiation, 
interviewing, presentation skills, communication skills etc?6) 
 
Do you need an update on client care skills? (e.g. how to deal with and avoid 
complaints) 
 
Given your role, do you require any ethical updates such as: Professional Ethics and 
Standards; Practice Management; Anti-Money Laundering Training; or a Regulatory 
Update? 
 
Do you need a Risk Management Update? (E.g. Fraud prevention and detection; 
information security; risk registers etc). 
 
Do you need to improve your commercial awareness (e.g. business development 
and marketing) 
Do you have any other development needs? 
 
 
Step 3 – Consider your favoured learning style (e.g. course, webinar, conference, 
online etc) or the learning style which you feel is most appropriate for your 
development needs 
 
 
Step 4 – Identify CPD courses – over the course of the year – which assist these 
needs 
                                                 
6 While solicitors have these skills, it may be that new techniques mean an update; that the 
solicitor feels a refresher is needed; that the skill needs to be used in a new way; or that a 
new client may mean a new way of working. 



Example plan 
 
Knowledge, skill, 
attitude or value 
to be developed 

Priority Preferred 
Development 
Method 

Detail and justification of this activity 

Specific update 
on law, legal 
knowledge or 
legal procedure 

Low Course An area of the business that my firm is 
looking to grow is from ADR. 
 
I have already undertaken a mediation 
qualification but want to keep up to date 
on current issues and learn more about 
collaborative law. 
 

Ethics, attitudes 
and values 

High Course I have recently become Money 
Laundering Reporting Officer at the firm. 
I would like to undertake AML training to 
ensure that I am up to date on these 
matters. 
 

Commercial 
awareness 
(including 
business 
development 
and marketing) 

Medium Course The firm wishes to create new business 
and all fee-earners are to increase the 
fees that we bring in each year.  
 
A course on business development and 
cross-selling would be useful. 
 

Specific update 
on law, legal 
knowledge or 
legal procedure 

Medium Lecturing or 
tutoring at an 
academic 
institution 

Since qualifying I have tutored on the 
Diploma in Professional Legal Practice 
on Family Law matters. I will need to 
spend some preparation time ensuring 
that my tutorials (and handouts) are up 
to date. 
 

Specific update 
on law, legal 
knowledge or 
legal procedure 

Medium Private study I find the Family Law Journal extremely 
useful for keeping abreast of issues in 
my area of law. I will read this each 
quarter. 
 

The solicitor in the above example has not outlined what exact courses they will take 
over the course of the year nor have they identified a minimum of 20 hours CPD. 
However, thought has clearly been given to a number of development areas of 
development over the coming year. It is likely that the example solicitor has planned 
between 8-10 hours of verifiable study and their full allowance of 5 hours of private 
study. Other development needs, and CPD opportunities, might develop over the 
year. 

Solicitors are encouraged – but not mandated - to use the Society’s CPD 
planning/recording system which is built into the Society’s website. Solicitors can use 
their own systems of planning/recording (including a paper-based system) if they so 
wish. If you do not have your login – or have lost it – please contact: 
loginenquiries@lawscot.org.uk 
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11. Why introduce planning? 
The Society’s approach to CPD aims to ensure that learning and development 
remains relevant to individual members at all stages of their career.  
 
Individual solicitors are responsible for identifying and planning their own CPD. There 
are no prescribed learning activities nor is there a prescribed way to plan CPD. 
 
Mandatory planning has been introduced to help ensure that members identify areas 
of development which are relevant and support their careers; to prevent a culture of 
doing ‘CPD for CPD’s sake’ as the end of the practice year looms; to provide 
members with a practical and flexible approach to professional development; and to 
ensure a transparent and measurable approach to CPD. 
 

12. Is there a specific date I need to plan by? 
No. The Society requires that solicitors plan their annual CPD but does not mandate 
that this should happen by a certain date. We would encourage solicitors to 
undertake such planning in the early months of the practice year. 
 
The Society will send reminders to all members on 1 January and 1 February each 
year to remind them of the requirement to plan. 
 
Solicitors may wish to plan their annual CPD plan with the Society via their members’ 
login. Solicitors who do use this facility will get quarterly updates reminding them of 
how much CPD they have recorded over the course of the year. 

 
13. How do I work out my CPD needs? 
The Society has put together a series of questions that solicitors may wish to ask 
themselves when planning their annual CPD requirement.  Please see page 10 – 
"Identifying CPD Needs". 
 

14. How detailed does my plan need to be? 
The Society does not, and could not, expect solicitors to plan every single hour of 
CPD that they expect to do over the course of a year. Solicitors cannot know every 
potential course that is available nor can they predict changes to legislation or the 
outcome of cases. 
 
Therefore, it is perfectly legitimate for the plan to be more general. Solicitors should 
consider their current and likely future roles and consider various potential areas of 
development they may need to strengthen over the coming year and consider how 
they would like to address those needs. An example can be found on page 11. 
 
Such needs may include (this is not an exhaustive list): 
 

 Specific updates on law, legal knowledge or legal procedure 
 Management and organisation 
 Professional skills 
 Client Care 
 Ethics, attitudes and values (including anti-money laundering) 
 Risk management 
 Commercial awareness (including business development, marketing etc) 
 An LLM in a particular area of law or other such qualification relevant to your 
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area of practice. 
 Development towards a particular milestone (e.g. Solicitor Advocate training) 
 

15. Is there a specific way I need to plan? 
No. Planning should take into account the solicitors learning needs and the 
sorts of activities that he or she intends to undertake to meet those needs (e.g. Risk 
Management Training; Anti-Money Laundering Training; People Management 
Training; An update of legal knowledge; Skills training etc) rather than focus unduly 
on exact activities on specific dates. 
 

16. If I plan something and, for whatever reason, I do not end up doing 
that over the course of the CPD year will that be held against me?  
No. Development needs can legitimately change over the course of the year. Further, 
CPD is not the only way a development need can be met (e.g. a development need 
may be met in the workplace via experiential learning). 
 

17. Will I need to submit my plan to the Society as well as my record if I 
am included in the annual sample? 
Yes.  If you use the Society’s Members’ Area to plan your CPD, you will be able to 
instruct the Society to examine your CPD record.  Therefore, if you are selected in 
the annual sample, the Law Society will be able to view your plan.  It may be that 
solicitors in such a position may also (?) have to forward documentary evidence of 
their CPD activity to verify their records. 
 
Those solicitors who do not use the Society’s planning/recording system will – if 
selected in the annual sample – require to send in their CPD plan, their record 
(including justifications) and documentary evidence of their CPD activity to verify their 
records. 
 
An example of how a solicitor might plan their CPD can be found on page 10. 
 

18. Do I need to use the Society’s members’ login? 
No. Members may use their own planning/recording/justification methods – either on 
paper or via their own firm’s system.  However, all CPD requirements still apply and 
so solicitors must be sure that any other methods that they use will allow them to fully 
exhibit their compliance with these requirements. 
 
19. How do I use my login? 
 
All solicitors were sent their login details in early 2011 and therefore should have 
their login and password. 
 
If you wish to use your login please visit the Society’s website 
(http://www.lawscot.org.uk) and click the ‘’login’’ button on the left-hand side of the 
screen. 
 
If you are having problems, a useful ‘’troubleshooting guide’’ can be found here7. 
 
 

                                                 
7 http://www.lawscot.org.uk/media/421389/troubleshooting%20login%20issues.pdf  

http://www.lawscot.org.uk/
http://www.lawscot.org.uk/media/421389/troubleshooting%20login%20issues.pdf
http://www.lawscot.org.uk/media/421389/troubleshooting%20login%20issues.pdf
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Explaining recording and justifying 

As well as planning, the new CPD rules require solicitors to record and 
justify their CPD activity. It is not a new requirement to record CPD. 

Justification, or reflection, on CPD activity: 

 Is increasingly recognised as an essential aspect of CPD such 
practice is increasingly commonplace in professional 
education. 

 Can help maximise the effectiveness of CPD activity.  

The process of justification can help bridge the gap between theory 
and practice – and between off-job learning and on-job application. 
Reflecting on real work problems can help to identify how best to apply 
knowledge in practice. 

The need to record CPD undertaken is not a new requirement (as part of the 
previous CPD regime, solicitors had to submit records if they were included in the 
annual sample). However, the requirement for solicitors to reflect upon or "justify" 
their CPD activity is new. 
 
What the Society means by justification is that, upon completing a CPD activity, 
solicitors should – whether using a paper-based system, their own firm’s system or 
the Society’s system – consider: 

 Their reason for undertaking the CPD activity 
 What they learnt from the CPD activity? 
 How they will apply this learning to their practice? 
 Whether or not they need any further CPD in this area? 

An example of how to justify, or reflect upon, your CPD can be found on page 15. 
 
Although many solicitors already undertake such activity as a matter of course, it is 
the Society’s view that setting out such a requirement will help ensure that all 
solicitors get the most from their CPD activity. 
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Example: recording and justifying 
CPD 
Start 

CPD End Length 
(hrs) 

Verifiable Name of 
Provider 

Name of 
course 

Reason for 
undertaking activity 

What did you learn? How will you 
apply this to 
your practice? 

Do you need 
further CPD in 
this area? 

01/04/12 01/04/12 2 Yes [Generic 
Provider] 

ADR 
Update 

ADR is increasingly 
important in my 
firm.  
 
I wanted to keep up 
to date with current 
issues. 

A number of new 
techniques that I will 
adapt. There was 
also an update from 
the Scottish 
Arbitration Centre. 

Consider the 
techniques put 
forward. 
 
I will speak to 
the other 
solicitors in 
my firm so 
they also gain 
benefits from 
my attending 
the course. 

Not at this 
time 

02/04/12 02/04/12 2 Yes Local 
Faculty 

AML 
Update 

To get an update 
on AML including to 
have a better 
understanding of 
risk assessments 
and identifying risk 
factors. 

Common pitfalls firms 
make when trying to 
comply with AML 
regulations.  

Some techniques re: 
risk assessment. 

Review of 
procedures 
and ensure 
that we carry 
out suggested 
best practice 
in all 
transactions. 

Not at this 
time. 

03/04/12 03/04/12 2 No Private 
Study 

Private 
Client 
Quarterly 

A large part of my 
practice is private 
client work so it is 
important to keep 
up to date with 
current issues. 

Further information 
on the Bribery Act 
and some changes to 
tax. 

 Monitor. 

 



20. What if I record CPD that isn’t covered in my plan? 

This is fine. As above, the Society notes that it is not possible to plan 
every possible CPD activity at the beginning of a year and further notes 
that development needs will appear throughout. 

21. How should I record my CPD? 
This is a decision for individual solicitors. If you wish to use the Society’s online 
system via the members’ area of the website then CPD can be recorded 
 
22. What do you mean by "justification" of CPD? 
On completing a CPD activity, solicitors should – whether using a paper-based 
system, their own firm’s system or the Society’s system consider: 
 

 Reason for undertaking this activity  
 What did you learn from the event? 
 How will you apply this to your practice? 
 Do you need any further CPD in this area? 

 
All solicitors will be required to plan, record and justify their annual CPD.   

23. How much do I have to write when justifying CPD activity? 
There is no prescription as to how much solicitors need to write. An example might be, 
having undertaken anti-money laundering training: 
 
Reason for undertaking this event I have recently become MLRO officer at 

my firm and needed an update in this 
area 

What did you learn from the event? Common pitfalls firms make when trying 
to comply with AML regulations. Some 
techniques re: risk assessment. 

How will you apply this? Review of procedures and ensure that 
we carry out suggested best practice in 
all transactions. 

Do you need to do further CPD in this 
area? 

Not at this time. 
 

    

24. Do I need to continue to record and justify once I reach 20 hours CPD 
activity? 
Solicitors are strongly encouraged to do so. It may be, if you are selected in the 
annual sample, that some CPD cannot – for various reasons – be counted. Therefore, 
the Society strongly encourages solicitors to record all of their CPD activity. 
 

25. What happens if I undertake CPD in good faith but the CPD is not 
informative or does not cover the area that I thought it would? Can I 
claim CPD? 
The CPD Regulations (1993) are clear that CPD should be relevant to a solicitor’s 
needs as a professional. If a solicitor has identified a development need, then 
undertakes CPD which is irrelevant, by definition the solicitor still has the 
development need to be addressed. 

If in any doubt, please contact legaleduc@lawscot.org.uk for more 
information. 

CPD 
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What is verifiable CPD? – An introduction and examples 
 
A minimum of 15 hours of CPD must be verifiable.  By verifiable, the Society means that 
the CPD activity should meet the following criteria: 

 Have educational aims and objectives relevant to your development; 
 Have clearly anticipated outcomes (e.g. what do you expect to learn from attending 

the course) 
 Have quality controls (e.g. you should be given the opportunity to ask questions or 

feedback in some way) 
 Be able to be evidenced 

Examples of verifiable CPD (these are indicative and not an exhaustive list):  

Type of activity Verification might include Quality controls might 
include: 

Attending a course, 
seminar, lecture or 
conference 

 An attendance sheet 
 A certificate 

 A feedback form 
An opportunity to ask 
questions 

In-house briefings, 
seminars, lectures, 
courses within a 
practice unit 

 An attendance sheet 
 A certificate 

 A feedback sheet or 
similar 
An opportunity to ask 
questions 

Designing or writing 
a training session or 
presentation8 

 

 

 A letter of confirmation from 
the provider of the 
presentation 

 A copy of the programme 
 A copy of the presentation 
 An attendance sheet including 

speakers names 

 Ensuring the opportunity 
for questions or feedback

 Handing out a feedback 
sheet to participants (and 
acting, where necessary, 
upon the feedback) 

 

 
Lecturing or tutoring 
at an academic 
institution 

 

 

 A letter of confirmation from 
the academic institution 

 A copy of the programme 
 A copy of the presentation 
 An attendance sheet including 

speakers’ names 

 Ensuring the opportunity 
for feedback 

 Handing out a feedback 
sheet to participants (and 
acting, where necessary, 
upon the feedback 

 

                                                 

8 The provision from the former guidelines that: The preparation and delivery of training 
is a very effective means of learning. Solicitors involved as lecturers, tutors or leaders in 
any form of relevant group study may count preparation time up to a maximum of four 
hours towards the C.P.D group study requirement in addition to actual presentation time 
stays although changes in line with the changing in focus from group study to verifiable 
study.   



Delivering a training 
session or 
presentation 

 A copy of the programme 
 A copy of the presentation 
 An attendance sheet including 

speakers’ names 
 

 Ensuring the opportunity 
for feedback 

 Handing out a feedback 
sheet to participants (and 
acting, where necessary, 
upon the feedback) 

Using e-learning or 
other online learning 

 A certificate (electronic or 
paper) 

 Documentary evidence that 
the course has been 
undertaken 

 Results from a multiple choice 
test 

 Multiple choice test at the 
end of the e-learning 
sessions 

 Virtual learning 
environments where 
participants can discuss 
matters 

Distance learning  A certificate 
 Documentary evidence that 

the course has been 
undertaken 

 Results from examinations 

 Examinations or 
coursework 

 Virtual learning 
environments where 
participants can discuss 
matters. 

Studying for an 
academic, legal or 
professional 
qualification 

 A qualification (and 
certification thereof) 

 Documentary evidence of 
undertaking the course 

 Examinations or 
coursework 

 Lectures which allow 
feedback/questions 

 Virtual learning 
environments where 
participants can discuss 
matters 

Role play activities or 
participation in 
organised discussion 
forums 

 A certificate  
 An attendance sheet 

 A feedback sheet or 
similar questions 

 An opportunity to ask 
questions 

Structured one-to-
one coaching 
 
(CPD should only be 
claimed by the 
participant being 
coached/mentored) 

These sessions should have 
written aims and objectives. Such 
sessions should have a clear 
outcome and be documented. 
 The written aims and 

objectives of the 
coaching/mentoring 

 Any follow-up work 
 Any written analysis of the 

session 

Such sessions should be 
built around feedback and 
interaction. 
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26. Why introduce verifiable CPD? 
 
The previous CPD guidance required solicitors to undertake group training. This 
provision meant that lots of useful and relevant CPD activity could not be claimed 
because it did not meet the group requirements. 
 

27. What does the Society mean by verifiable CPD? 
 
A minimum of 15 hours of CPD must be verifiable. By verifiable the Society means 
that the CPD activity should meet the following criteria: 
 

1) Have educational aims and objectives relevant to your development; 
2) Have clearly anticipated outcomes (e.g. what do you expect to learn from 

attending the course) 
3) Have quality controls (e.g. you should be given the opportunity to give 

feedback or ask questions 
4) Be able to be evidenced 

 
The CPD Requirements and Guidance document gives extensive but not exhaustive 
examples of verifiable CPD9 as do the examples on pgs 17-18. 
 

28. What happens if the provider of CPD does not set out anticipated 
outcomes? Can I still claim CPD? 
 
The Society has been in liaison with many of the providers of solicitors’ CPD to help 
ensure that the course that they run help solicitors meet their annual CPD 
requirements. 
 
That said, if you are in any doubt about this speak to the CPD provider. If you have 
any questions please contact: legaleduc@lawscot.org.uk 

                                                 
9 http://www.lawscot.org.uk/media/293533/cpd%20requirements%20and%20guidance%20-
%20final.pdf  

http://www.lawscot.org.uk/media/293533/cpd%20requirements%20and%20guidance%20-%20final.pdf
mailto:legaleduc@lawscot.org.uk
http://www.lawscot.org.uk/media/293533/cpd%20requirements%20and%20guidance%20-%20final.pdf
http://www.lawscot.org.uk/media/293533/cpd%20requirements%20and%20guidance%20-%20final.pdf


  

Exemptions and Waivers 

There are no formal exemptions in the Regulations from the CPD requirements 
although solicitors can apply to the Registrar for a waiver. Circumstances where a 
waiver might be considered include (but are not limited to) redundancy and retirement. 

The following waivers do apply: 

 Solicitors suffering long-term illness for ten weeks or more in respect of the 
same illness in any practice year may reduce their CPD requirement in 
proportion to the number of weeks worked during the practice year, rounded up 
to the nearest complete hour. 
 
To calculate the required number of hours divide the number of weeks worked 
by 2.6 and round up to the nearest whole number. 
 

 Solicitors on maternity/adoption leave may reduce their CPD requirement in 
proportion to the number of weeks worked in the practice year rounded up to the 
nearest complete hour in accordance to the formula above. 
 

 Solicitors re-applying for a practising certificate during the practice year (1st 
November to 31st October) may reduce their requirement in proportion to the 
number of weeks working in the practice year rounded up to the nearest 
complete hour in accordance to the formula above. 
 

 Trainees admitted during the practice year are not required to undertake CPD 
until the start of the practice year (1st November) following the date on which their 
training contract ends assuming that the solicitor has been admitted and holds a 
Practising Certificate. 
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Sourcing CPD   

The Society does not accredit or authorise CPD providers and therefore it is impossible 
to list every potential provider of CPD. This page offers some suggestions. 

An issue which is often raised by solicitors – particularly those working outwith the 
Central Belt – is that sourcing relevant CPD can be difficult. Many local Faculties – and 
Bar Associations - across Scotland offer CPD events. If you are unsure of your local 
faculty, or do not have contact details for the correct person, please contact: Laura 
Malcolm (LauraMalcolm@lawscot.org.uk). 

Advocate stables: Many advocate stables offer high quality CPD sessions which are 
open to solicitors and trainee solicitors. 

Associations: Some associations relating to practice areas are outlined above (e.g. 
Association of Personal Injury Lawyers, Society of Trust and Estate Practitioners, the 
Family Law Association etc). There may well be other areas of practice which have such 
organisations that offer CPD. 

Business groups: The CBI, local chambers of commerce, business schools at 
Universities and other such organisations often hold CPD events which may be relevant 
to the practice of some solicitors. 

Chartered institutes: For some solicitors – particularly those in management and 
training functions – seminars conducted by organisations such as the Chartered Institute 
of Personnel and Development, the Chartered Institute of Public Relations or the 
Chartered Management Institute may be of interest. 

Corporate entities: Some organisations like Lexis Nexis, WestLaw, Marsh and 
LawCloud offer CPD which focuses on specific areas of practice and practice 
management. 

In-house – many firms, particularly larger firms, run CPD internally. Sometimes, as part 
of business development processes, such firms will offer CPD to other solicitors. 

Private providers of CPD – there are various private providers of Continuing 
Professional Development operating in Scotland including Central Law Training and 
Scotia Law Training. 

Regulatory, statutory and professional bodies: Organisations like Institute of 
Chartered Accountants in Scotland, Royal Institute of Chartered Surveyors, Registers of 
Scotland, the Financial Services Authority, the Scottish Legal Complaints Commission, 
and the Scottish Legal Aid Board etc may run appropriate and relevant courses over the 
course of a practice year. 
 
The Law Society of Scotland – the Society has its own Update department which runs 
courses throughout the year. (Update@lawscot.org.uk)  

University law faculties: A number of University law faculties run CPD events for 
solicitors. Some of these are outlined on the previous page but other law schools may 
offer CPD from time to time. For further information please contact 
legaleduc@lawscot.org.uk.  As well as this studying for further qualifications (e.g. LLM, 
MBA or similar) may also be counted for an individual solicitor’s CPD. 

 
CPD handbook 21 

mailto:LauraMalcolm@lawscot.org.uk
mailto:Update@lawscot.org.uk
mailto:legaleduc@lawscot.org.uk


  

 
CPD handbook 22 

Requirements of other bodies        

Solicitors practising in certain areas of law may have other CPD requirements placed on 
them by a different body/organisation with which they need to comply. Hours undertaken 
towards another body’s CPD requirements will generally also meet the criteria for the 
Society’s requirements. Some examples of the requirements of other professional 
bodies can be found in the table below.  If you have any questions or queries on this 
matter please contact: Registrar@lawscot.org.uk  

Body Requirement Who this affects? 
Association 
of Personal 
Injury 
Lawyers 

APIL members accredited as a litigator, 
senior litigator, fellow and senior fellow 
must complete 16 hours of APIL accredited 
CPD annually. (For greater depth please 
visit APIL) 

Personal injury 
lawyers (members) 

Financial 
Services 
Authority  

Solicitors who are also registered persons 
require to undertake CPD to comply with 
the FSA rules. 

The RDR professionalism rules will, in due 
course, introduce a new requirement for 
advisers to undertake a minimum of 35 
hours CPD each year, 21 of which needs to 
be structured. 

Those individuals who 
are registered with the 
FSA10 

Family 
Mediation 
Scotland 

Family Law Mediators require to undertake 
10 hours of CPD per annum (and undertake 
15 hours of mediation per annum) 

Family Law Mediators 

Scottish 
Legal Aid 
Board 

Solicitors must attend courses relevant to 
the provision of criminal legal assistance. 
These courses shall amount to five or more 
hours duration in total within any two year 
period. Preparation time cannot be 
considered in addition to the duration of the 
course. 

Criminal Legal Aid 
practitioners. This is 
outlined in the Code of 
Practice in relation to 
Criminal Legal 
Assistance11 

Scottish 
Mediation 
Network 

Initial training: The mediation training will 
include not less than 40 hours of tuition and 
role-play, (with a minimum of 20 of these 
training hours spent in role play or practical 
exercise) including a formal assessment. 
The assessment should include direct 
observation of practice as a mediator in role 
play. 
 
The number of CPD hours for admission to 
the Register remains at 12 hours. 

Members of the 
Scottish Mediation 
Network 

 
These are only overviews of these requirements. The Society would encourage solicitors 
to look in detail at these organisations’ CPD requirements. 

 

                                                 
10http://www.fsa.gov.uk/smallfirms/resources/one_minute_guides/financial_advisers/rdr_continuing_
prof_dev.shtml  
11 http://www.slab.org.uk/profession/guidance_manuals/the_code_of_practice_criminal.pdf  

mailto:Registrar@lawscot.org.uk
http://www.apil.org.uk/
http://www.fsa.gov.uk/
http://www.fsa.gov.uk/
http://www.fsa.gov.uk/
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http://www.relationships-scotland.org.uk/
http://www.slab.org.uk/
http://www.slab.org.uk/
http://www.slab.org.uk/
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http://www.scottishmediation.org.uk/
http://www.scottishmediation.org.uk/
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Career Milestones          

Solicitors, when planning their CPD, may also wish to consider likely future milestones. 
These could include: 

 The first time you are responsible for supporting other staff, for example, 
secretaries, paralegals, trainees.  

 The first time you are responsible for training (e.g. supervising trainees or if 
your firm uses mentors, when you become a mentor) 

 If you are looking to develop specific skills: 
o Mediation (or become an Accredited Mediator) 
o Arbitration 

 
 When (if) you become: 

o Client Relations Manager 
o Risk Manager 
o Money Laundering Reporting Officer 
o Training Supervisor 
o Compliance Manager 
o ARTL Conveyancing Practice Manager 
o Insurance Mediation Officer 
o Solicitor Advocate 
o Signet Accredited 

Useful Contacts at the Society        
Depending on the nature of your enquiry there are different individuals and departments 
responsible for CPD.  

 

Enquiry Contact Email address Phone number 
Civil Rights 
of Audience 

Katy Marrs KatyMarrs@lawscot.org.uk  0131 476 8182 

Criminal 
Rights of 
Audience 

Sarah Jayne 
Scott 

SarahJayneScott@lawscot.org.uk  0131 476 8207  

CPD 
Compliance 

Registrar’s  Registrar@lawscot.org.uk  0131 226 7411 

CPD Policy Rob Marrs RobMarrs@lawscot.org.uk  0131 226 8882 
Faculties and 
Bar 
Associations 

Laura Malcolm LauraMalcolm@lawscot.org.uk  0131 476 8111 

In-house 
lawyer 

Sarah Jayne 
Scott 

SarahJayneScott@lawscot.org.uk  0131 476 8207 

New 
Lawyers 

Heather McPhee HeatherMcPhee@lawscot.org.uk 0131 476 8203 

Practice 
Management 

Daniel Jones DanielJones@lawscot.org.uk 0131 476 8139 

http://www.wssociety.co.uk/
mailto:KatyMarrs@lawscot.org.uk
mailto:SarahJayneScott@lawscot.org.uk
mailto:Registrar@lawscot.org.uk
mailto:RobMarrs@lawscot.org.uk
mailto:LauraMalcolm@lawscot.org.uk
mailto:SarahJayneScott@lawscot.org.uk
mailto:HeatherMcPhee@lawscot.org.uk
mailto:DanielJones@lawscot.org.uk
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