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1. Purpose of this Guidance  
 
This Guidance provides practical guidance and technical details to assist Members in complying with 
Professional Standard 1. While the Professional Standard sets out the requirements for Continuing 
Professional Development (CPD), this Guidance offers examples and best practice suggestions. 
 
Members are part of a learned society that promotes, advances, and disseminates actuarial 
knowledge. Consequently, Members are not only curious about the world in which they live and work 
but are prepared to share their learning and insights with one another for the betterment of the 
profession as a whole as well in serving the public interest.   
 
This Guidance is not binding but represents the Institute's recommended approach to meeting CPD 
obligations. 

 

2. Career stage considerations 
 

The types of CPD chosen by Members to meet their needs naturally evolve throughout a career. 
While the actual CPD needs will vary by the experience of each Member, a broad three-stage map 
is: 
 
Early Career - solidifying and applying Professional Development material introduced in formal 
actuarial education: 

• Focusing on technical and professional foundations and their application in the workplace 
• Building broad knowledge across actuarial practice 
• Understanding professional obligations and standards 
• Developing communication skills 

 
Mid-Career - deepening expertise in specific practice areas while developing leadership and 
business acumen: 

• Deepening expertise in specific practice areas 
• Developing leadership and management skills 
• Expanding understanding of business context 
• Building networks and professional reputation 

 
Senior Career - demonstrating expertise to stakeholders and guiding the profession: 

• Sharpening strategic and governance skills 
• Mentoring and developing others 
• Broadening business and industry knowledge 
• Producing thought leadership and innovation 

 
Techniques and tools continue to evolve rapidly (including AI), and so maintaining contemporary 
technical knowledge is important at all career stages. 
 
Any activity that increases a Member’s knowledge, skills or ability to fulfil their professional role can 
be included as CPD.  It is possible that parts of a Member’s job can count towards CPD. If a task 
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involves learning new skills, applying new knowledge, or improving competence then it is possibly 
CPD, provided the tasks are not routine.  For example, the first time an early-career Member runs a 
valuation process may count as CPD but is unlikely to count as CPD for a mid-career member. A 
Member is expected to exercise their own professional judgement in categorising the nature of the 
work task or activity and only allocate it to CPD if appropriate.  

 

3. CPD requirements  

3.1. Minimal annual requirements  
 

Each Membership Year, a Member must complete: 
 

• Total CPD: 25 hours minimum 
• Professionalism Training: At least 2 hours (included in the 25 hours minimum) 
• Council-Specified Topic, if one is specified for the Membership Year: At least 2 hours 

(included in the 25 hours minimum) 
 
These requirements can overlap but this does not affect the total CPD hours recorded. For example, 
if the Council-specified topic is about professional ethics, the same activity could count toward both 
Professionalism Training and the Council-specified topic requirement. In this instance, the hours to 
complete the activity are only counted once.  
 
If a Member expects to fall short of the minimum hours by the end of the Membership Year but has 
CPD activities planned shortly thereafter to meet the CPD obligations for that Membership Year, the 
Member should write to the Institute before the end of the Membership Year concerned, setting out 
the hours outstanding, the CPD activities planned, and the expected completion date. The Institute 
will review the request and advise the Member in writing whether the arrangements are accepted. 

 
 

3.2. Exceeding Minimum Requirements  
 

The 25-hour requirement is a minimum requirement. Many Members will plan to significantly exceed 
this requirement as part of their anticipated career progression. 

 

4. What qualifies as CPD  

4.1. CPD categories  
 

CPD activities must meet the development of professional qualities and/or the objectives of 
maintenance, improvement, and broadening of knowledge and skill. CPD is not limited to core 
actuarial techniques.  
 
Professional Standard 1 requires that the activities fall into one or more of these four categories: 
 
Relevant to current role 

• Technical skills needed for your current position 
• Industry-specific knowledge 
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• Regulatory updates affecting your work 
 
Related disciplines bearing on your work 

• Adjacent professional areas (e.g., risk management, finance, data science, climate change) 
• Broader business understanding 
• Technology impacting actuarial practice 

 
Areas of contemplated future practice 

• Preparing for career transitions 
• Exploring new practice areas 
• Building expertise for anticipated role changes 

 
Broadening professional skills and experience 

• Leadership, governance, and management 
• Interpersonal skills that improve communication and relationship building 
• Business development 
• Strategic thinking 

 
4.2. Types of acceptable CPD activities  
CPD can be undertaken through a wide variety of activities, including but not limited to: 
 

• Formal Learning Activities 
- Conferences, seminars, and workshops 
- Online courses and webinars 
- University courses or postgraduate study 
- Professional certification programs 
- Technical training sessions 

 
• Self-Directed Learning 

- Reading professional journals and publications 
- Studying technical papers and research 
- Online learning modules 
- Watching, and engaging with, recorded presentations or lectures 
- Structured research on professional topics 

 
• Professional Contributions 

- Presenting at conferences or seminars 
- Writing articles or papers for publication 
- Developing training materials or courses 
- Peer reviewing papers or research 
- Participating in working groups or taskforces 

 
• Institute Involvement 

- Participating on Institute committees or councils 
- Volunteering as a mentor 
- Participating in Practice Committees 
- Contributing to Institute publications 
- Engaging in Member forums or discussion groups 
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• Workplace Learning 
- Delivering internal training 
- Mentoring colleagues 
- Participating in technical projects involving new skills 
- Participating in communities of practice 
- Conducting technical reviews or audits 
- Providing thought leadership in complex projects that required bespoke solutions 

 
Rather than pushing Members solely toward academic-style study or conference attendance, the 
CPD system encourages Members to learn things—using any suitable mode—that make them 
better at their current job, expand their skillset or explore new fields. As indicated by the above-
mentioned examples it is acknowledged that CPD may be obtained in the performance of 
professional duties in the workplace. Note that routine work activities do not qualify as CPD and 
judgment will be required on how many hours of non-routine activities to record. 
 
The Institute encourages Members to: 

• Undertake a portion of CPD activities through in-person engagement to foster professional 
connections and collaborative learning 

• Seek CPD opportunities beyond their immediate workplace to gain broader industry 
perspectives and diverse technical exposure 

• Engage in regular professional reflection through discussions with a mentor, fellow 
actuary, or manager to enhance learning outcomes and career development 

 

5. Professionalism training 
 

Activities that typically qualify as Professionalism Training could include: 
 

• Ethics training: Sessions or videos on ethical decision-making, conflicts of interest, 
independence 

• Code of Conduct: Training related to one of the principles of the Code of Conduct 
• Regulatory obligations: Understanding regulatory requirements and expectations and 

professional responsibilities 
• Case studies: Analysis of professional conduct scenarios or disciplinary cases 
• Public interest: Discussions on the actuary's role in serving the public interest 
• Professional judgment: Training on exercising professional judgment in complex situations 

 

6. Council-specified topics 
 

6.1. Purpose  
 

Council may from time to time specify topics on which all Members to whom PS 1 is applicable must 
complete CPD. Topics will be high level in nature and broadly relevant to all Members. This allows 
the Institute to respond to: 
 

• Emerging risks or issues in the profession 
• Significant regulatory changes 
• Important developments in actuarial practice 
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• Areas where the profession needs to build collective capability 
 
6.2. Finding current Council-specified topics 

 
Current Council-specified topics are published on the Institute's website at actuaries.asn.au.  Any 
specified topic will be published before the commencement of the Membership Year concerned. 
 
The Institute will provide access to relevant materials at low or no-cost to Members. 
 

6.3. If no topic is specified 
 
If Council has not specified a topic for a particular Membership Year, the 2-hour requirement does 
not apply. However, the total 25-hour requirement (including 2 hours of Professionalism Training) 
remains. 

 

7. Recording CPD activities 
 

7.1. What to Record 
 
For each CPD activity, Members are strongly encouraged to record sufficient detail to: 
 

• Identify the activity (name, provider, date) 
• Describe the content and learning outcomes 
• Show the duration in hours 
• Demonstrate how it meets CPD objectives 
• Enable Institute verification if required 

 
7.2. Example CPD record format 

 
While Members may use any format, an appropriate record could include: 

 
 

Date Activity/Provider Description Category Hours Notes 
 

15/11/26 Institute webinar Climate risk in 
life insurance 
pricing 

Current role - 
technical 

1.5 Covered 
emerging 
practices 

03/12/26 Professional 
ethics course 

Ethical 
decision-
making 
framework 

Professionalism 
training 

2 Met PT 
requirement 

18/01/27 AI in Finance 
conference 

Machine 
learning 
applications 

Future practice 6 Full day 
conference 

 
Members may use the Institute's website to record their CPD activities or maintain records through 
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their preferred alternative method. 
 

7.3. Calculating hours 
 

The general principle is to record the actual time spent on the learning activity. Some examples are: 
 

• Conferences/seminars: Count session time, exclude breaks and social events 
• Reading: Count time actively studying material, not casual reading 
• Webinars: Count actual session time 
• Preparation and presentation: Count both preparation time and delivery time 
• Committee work: Count time in meetings and substantive preparation but exclude 

administrative matters 
 
Members are only permitted to count actual learning time. For example, an 8-hour conference day 
might represent 5-6 hours of actual CPD when breaks and social events are excluded. 

 
7.4. Retention period 

 
It is recommended that Members retain CPD records for at least three years after the end of the 
Membership Year to which they relate. This allows for compliance audits and potential disciplinary 
investigations. 

  

8. Exemptions and special circumstances 
 

8.1. General or Affiliate members 
 

Professional Standard 1 applies to Fellows, Accredited Members and Associates only. General and 
Affiliate Members are not subject to its requirements. 
8.2. Automatic exemptions 

 
The following Members are automatically exempt and do not need to apply: 
 

• Associates enrolled in at least one Fellowship subject 
o Exemption applies for the Membership Year in which the final assessment is 

undertaken for the subject 
o Studying for Fellowship qualifications is considered sufficient to satisfy minimum CPD 

requirements 
 

• Retired Members or those on parental leave who are not providing Services as at the end of 
the Membership Year 

o ‘Retired’ means no longer providing Services and not anticipating to provide Services 
in future Membership Years 

 
• Members who join or return from parental leave after 30 June in a Membership Year 

 
• Members covered by Council policy 

o Council may determine categories of automatic exemption 
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o Current policies are published on the Institute website 
 
Disability-related limitations, chronic illness, extended medical leave and similar circumstances will 
be considered under the Council policy exemption. 
 
All Members are encouraged to undertake two hours of Professionalism Training each year, whether 
or not they are exempted from CPD requirements. 

 
8.3. Applying for exemptions 

 
Applications for exemptions are expected to be submitted before the start of the relevant 
Membership Year. Retrospective applications will only be considered in exceptional circumstances 
 
Written applications should be sent to CPD@actuaries.asn.au. The email should explain both the 
circumstances and why exemption is needed. Please provide supporting documentation. 
8.4. Members working part-time 

 
Members working part-time are providing a Service and hence the exemption to CPD does not 
apply.  Since they provide a Service, they are expected to complete the full CPD requirements. CPD 
is a recognition of the ongoing need for professional development and is not related to the actual 
hours worked. 

 

9. Using professional judgment 
 

9.1. Member responsibility 
 

Members are expected to exercise professional judgment in determining what activities qualify as 
CPD and how much time to record for an activity. Part of the judgment process is assessing 
relevance of an activity to their professional development. 

 
9.2. Guiding questions 

 
When deciding if an activity qualifies as CPD, a Member may ask: 
 

• Does it involve learning and not just routine work? 
• Does it relate to my current, or future, professional practice? 
• Does it contribute to the profession or wider public interest? 
• Will it enhance my knowledge, skills, or professional qualities? 
• Can I explain what was learned and why it matters? 

 
9.3. Borderline cases 

 
If there is uncertainty whether an activity qualifies, a Member should consider the primary purpose of 
the activity. The Member should assess whether the learning is a genuine CPD activity and be 
prepared to justify their decision if audited.  
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10. Reflection and learning 
 

10.1. The importance of reflection 
 

Under the Competence and Care principle in the Code of Conduct, Members are expected to reflect 
on their learning and its relevance to current or future professional practice, or to the broadening of 
their professional skills and experience. CPD is about meaningful professional development. 

 
10.2. Effective reflection 

 
After completing CPD activities, consider: 
 

• What did I learn? 
• How does this apply to my work? 
• What will I do differently as a result? 
• What further learning do I need? 
• How does this relate to my professional obligations? 

 
10.3. Documenting reflection 

 
While not required to be recorded formally, members may find it useful to note key insights or 
planned actions in their CPD records. 

 

11. Compliance and verification 

 
11.1. Annual confirmation 
 
At membership renewal, Members confirm compliance with Professional Standard 1. This 
confirmation is a professional declaration and should only be made if requirements have been met. 

 
11.2. Audit process 

 
The Institute monitors compliance by examining a sample of Members' CPD records each year. 
Selected Members will be asked to provide their records, typically within 14 days of contact from the 
Institute. 

 
11.3. Institute review  

 
When reviewing records, the Institute assesses: 
 

• Total hours meet minimum requirements 
• Professionalism Training requirement met 
• Council-specified topics requirement is met (if applicable) 
• Activities are genuine CPD (not routine work) 
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• Records are sufficiently detailed 
• Activities are appropriately diverse 

 
11.4. If records are inadequate 

 
If concerns arise during audit, the Institute will: 
 

• Contact the Member for clarification or additional information 
• Provide reasonable opportunity to supplement records 
 

Members will be asked to respond within 14 days of contact. 
 

11.5. Consequences of non-compliance 
 

Non-compliance with Professional Standard 1 may constitute Misconduct under the Disciplinary 
Scheme. Potential outcomes include: 
 

• Warning letters 
• Requirements to complete additional CPD 
• Enhanced monitoring processes and periods 
• Formal disciplinary proceedings  
• Other sanctions and orders under the Disciplinary Scheme 

 

12. Examples and case studies 

Amanda: Non-executive director 
 

Amanda is an actuary and a non-executive director at a financial services business and a not-for-
profit. Her roles are wide-ranging and strategic and she doesn’t often do formal training. But she 
meets her CPD requirements easily because the Institute’s CPD system recognises some of her 
core activities. For example, activities Amanda undertakes to build new knowledge or capabilities 
she needs in preparation for board meetings and governance training relating to her role as a 
director both count. She also accrues CPD hours in her ‘face of the company’ work such as 
preparing for and appearing at conferences and industry panels. Her commitment to board level 
leadership - research and consultation that keeps her abreast of industry and market trends - also 
counts as CPD hours. 

 

Mikel: CEO 
 

A look through Mikel’s crowded schedule may show little formal training this year. But he has an 
executive coach - and that counts for CPD. He is also taking a keen interest in negotiation and 
communication podcasts. As with Amanda, he could also get recognition keeping up to date with key 
global issues, his reading of relevant articles and research for his face of the company work and for 
his high-stakes interactions with regulators, global counterparts and investors. 
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Smita: Head of Data Insights  
 

Working for a consultancy with multiple demanding clients, Smita stays busy being across the latest 
technologies and practices in data. Every research paper she prepares and presents to clients, her 
lecturing and marking work with the Institute’s Data Science & AI Education Faculty and her regular 
client newsletter keep her CPD hours accruing. 
 

Lex: Climate Risk Analyst  
 

Like Smita, Lex works in a specialist consultancy. It’s crucial he stays abreast of the troves of new 
research and practices in climate risk across multiple disciplines. Again, every research paper he 
presents to clients, and the research and analysis underpinning it, count towards CPD. Sharing 
those insights with the profession by writing an article or presenting at an event adds further points. 
And, as a team leader, the mentoring he receives on people management and leadership skills also 
count. 
  
Paul: Senior Lecturer 

 
Increasing the application of actuarial knowledge to societal issues is a deep passion for Paul, who 
has completed his Associate subjects and recently been promoted to a Senior Lecturer position in a 
university. Paul enjoys teaching actuarial science to students but recognises that it doesn’t meet 
CPD  
requirements. However, all his research counts as CPD. 

13. Frequently Asked Questions 
 

Q1: Can I carry forward excess hours to the next Membership year? 
 
No. Each Membership Year stands alone. Hours must be completed within the relevant Membership 
Year. 
 
Q2: Can the same activity count for multiple requirements? 
 
Yes. An activity can count toward total hours, Professionalism Training, and Council-specified topics 
simultaneously if it meets all criteria.  
 
Q3: Do Fellowship subjects count as CPD? 
 
Fellows and Accredited Members may enrol in a Fellowship subject as a microcredential. These 
microcredentials count towards CPD.  Associates enrolled in Fellowship subjects are exempt from 
CPD requirements for that year. 
 
Q4: Can I count work time as CPD? 
 
Only if it involves genuine learning beyond routine work. Delivering training, conducting research, or 
developing new expertise may qualify. Day-to-day work activities that do not increase professional 
knowledge and skills do not. 
 
Q5: What if I'm working overseas in a non-actuarial role? 



                                                         
 
 
 

Guidance to Support Members’ Compliance  
with Professional Standard 1 

October 2026 

 

14 
 

 
CPD requirements still apply. Eligible activities may be broader professional development and job 
activities if they involve increasing professional knowledge and skills relevant to the overseas (or a 
future) role and are not routine work. 
 
Q6: How detailed should my records be? 
 
Sufficient to demonstrate the nature of the activity to an auditor. You should include what it was, 
when it occurred, how long it took, what you learned, and why it qualifies. 
 
Q7: Can I count personal development that's not directly actuarial? 
 
Yes, if it develops professional skills. Leadership, communication, project management, and 
business skills may each qualify if relevant to a Member’s career stage and development. 
 
Q8: What happens if I miscalculate my hours? 
 
Honest errors discovered during audit will be handled reasonably. The Institute will work with you to  
understand and correct records. 

 

14. Resources and support 
 

Internal resources: 
 
• Actuaries.asn.au: current requirements, specified topics, FAQs, Professional Practice 

Documents 
• Member portal: Log and track CPD activities 
• CPD events calendar: Institute-run CPD opportunities 

 
External resources 
 
Examples include: 

• Professional journals and publications 
• University short courses 
• Industry conferences and events 
• Online learning platforms 
• Professional services training providers 

 
Getting help:  
 
If you have questions about CPD requirements or compliance: 

• Review this Guidance Note, the Explanatory Memorandum and Professional Standard 1 
• Check the Institute website for updates 
• Contact the Institute via CPD@actuaries.asn.au 
• Discuss with senior colleagues or mentors 

 

END OF GUIDANCE NOTE 
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