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ACCESSING MY CPD HOME 

1. Login 

• Access your membership account by clicking   on the top right of the 

RACDS Website home page.  

 

• Enter your Username and Password and Sign in to your membership account. 

     

 

• Select MY CPD HOME in the WHAT WOULD YOU LIKE TO DO section: 

       

 

 

 

 

 

https://racds.org/wp-content/uploads/2024/05/RACDS-EXT_ACA_236_1.0-OMS-Foundation-Modules-2025.pdf


RACDS | My CPD Home User Manual | EXT_ACA_502_3.0   Page 4 of 11 

MY CPD HOME PAGE 

1. CPD Goals (Tab 1) 

 This tab displays a digital interface for tracking overall CPD goals and progress for 

 each category. 

       

 

1.1 Statements, Transcripts & Certificates (scroll to bottom of page) 

• Click on the   icon in the Statement column for a letter confirming your 

participation in the RACDS Program for the selected year. 

 

• Click on Download Transcript for a copy of your CPD activities over a specified 

period. 

 

• Click on Certificate for a copy of your Annual Certificate of Compliance. The annual 

certificate becomes available when participants meet the requirements after the 

closing date of 28 February (except those selected for audit). 
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2. CPD Logbook (Tab 2) 

 The CPD Logbook is your digital companion for tracking and managing your 

 professional development. Please note that you must enter at least one learning 

 goal in the CPD Professional Development Plan (Tab 3) before the “Add” 

 button will be enabled on the CPD Logbook tab. 

       

 

2.1 How to add a CPD Activity to your Logbook 

 

• After entering any required learning goals and/or reflections in the CPD Professional 

Development Plan, click on the CPD Logbook tab. 

 

• Then Click the Add button. 

      

• Fill in the below details marked with a red asterisk (*).  

 

• See next section for additional information on CAPE Domains. 

 

• Attach any relevant evidence (certificates/receipts). Evidence is not mandatory; 

however, it is required if selected for audit. 

 

• Click Save & Close. 

 

• Repeat these steps to add more CPD activities. 



RACDS | My CPD Home User Manual | EXT_ACA_502_3.0   Page 6 of 11 

        

 

2.2 How to add a CAPE Domain Activity to your Logbook 

 OMS Specialists and Participants are required to undertake at least one CPD activity 

 in each of the below CAPE Program Requirements annually: 

• (C) culturally safe practice (minimum 1.5 hours annually) 

• (A) addressing health inequities (minimum 1 hour annually) 

• (P) professionalism and (minimum 2 hours annually) 

• (E) ethical practice (minimum 1 hour annually) 

 Example: Attending one Peer Review Group meeting that discusses Culturally Safe 

 Practice or reading a journal article on the topic may cover the annual requirement 

 for C - Culturally Safe Practice. 

 These hours are not in addition to, but part of your overall 50 hours of CPD. 

 Importantly, you do not need to log a CAPE Domain for every single entry in your 

 logbook. 
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3. CPD Professional Development Plan (Tab 3) 

 By 28 February of each year, participants must ensure they have reflected on their 

 learning goals from the previous year and added new learning goals for the current 

 year. 

           

 

3.1 How to add a Learning Goal 

 

• Select the CPD Professional Development Plan tab.   

 

• Select the Add button in the Learning Goals Section.  

      

• Select the CPD Year. 

 

• Enter your Learning Goal. 

 

• Click Save & Close. 

 

• Repeat these steps to add more learning goals. 
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3.2 How do I Reflect on my Learning Goals 

 By 28 February of each year, participants must ensure they have reflected on their 

 learning goals from the previous year.  

• Select the CPD Professional Development Plan tab. 

        
 

• Select the Add button in the Reflection Section.      

 

 

 

 

 

 

• Select the CPD Year. 

 

• Enter your Reflection. 

 

• Click Save & Close. 

 

• Repeat these steps to add more Reflections. 

        

 

3.3 How to edit or delete Learning Goals and Reflections 

 Once entered and saved, goals and reflections can be edited or deleted.   
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• Select the CPD Professional Development Plan tab. 

 

• Scroll down to the Learning Goals or Reflection section. 

 

• Select Edit or the red (x) to delete an entry. 

        

 

 

 

  



RACDS | My CPD Home User Manual | EXT_ACA_502_3.0   Page 10 of 11 

 

Document Information 

 

Document Number EXT_ACA_502_3.0 

Nature of Document Guide 

Contact Officer Education Manager - OMS 

Authoriser Education Manager - OMS 

Approved Education Manager - OMS 

Date Effective 1 August 2024 

Date of Next Review 1 August 2027 

Related documents/policies 
OMS CPD Standard 

OMS CPD Guide 
 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Contact Us 

www.racds.org  

omsfellow@racds.org  

+61 2 9262 6044 

Level 13, 37 York Street, Sydney NSW 2000 
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