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GIfA CPD PROGRAMME

VALIDATION OF CATEGORY 1 ACTIVITIES
	APPLICATION FOR APPROVAL OF 
A CONTINUING PROFESSIONAL DEVELOPMENT (CPD) CATEGORY 1 ACTIVITY

Common purpose for events within the CPD framework of SACAP

Continuing professional development (CPD) activities to stimulate, equip, empower and enable practitioners to continually develop their knowledge, understanding, insight and skills for the building of expertise in practice towards excellence in architecture

Items in grey print are advisory indicators for consideration



	Please complete and return to GIfA
	

	Name of body or person offering the activity
	
	Tel No:
	

	Postal address
	
	Fax No:
	

	
	
	Cell No:
	

	
	
	E-mail
	

	Responsible person
	
	Tel No:
	

	
	Title
	
	Cell No:
	

	
	Position held
	
	E-mail
	

	DETAILS OF THE ACTIVITY OFFERED 
	FOR COMMENT

	Subject or title of the activity  to be offered
	
	Duration
	
	

	Nature of the activity: Lecture, several lectures, workshop, seminar, demonstration, web supported presentation or e-learning

	
	

	Names of presenters:
CV’s to be attached
	1

	3
	

	
	2

	4
	

	Reasons why the activity is needed 

Background/context, relevance and importance


	
	

	Target group for whom the activity is intended 

Discipline and/or subject area

	
	

	Objective/s in providing the activity 

To meet a particular need, to expose, inform, teach, train, enable, etc


	
	

	Outcomes 

Participants are enabled to: e.g. do something specific, provide a service, perform a specific task, apply specific legislation or contract or a system, use specific equipment, train others, etc.


	
	

	Structure of course, workshop or seminar 

Brief outline or abstract of content indicating scope or coverage
Could include: demonstration, debate, tutorial, self-study, computer based, distance education, worked examples, etc.

Attach a separate page or brochure if necessary 


	
	

	Method of presentation

Digital projection, slides, overhead projection
	
	

	What activity/course documentation will be provided:

Prescribed documentation to be purchased
Documentation that you provide: e.g. 
Photo-copies of slide presentations             
Outline notes
Examples of best practice
Practical work or application tasks 
Attachments or appendices

Appropriate or useful web-sites
	
	

	Information for consultation by participants

Recommended references, websites and other sources 


	
	

	What presentation equipment do you need for your activity?


	
	

	Do you have the necessary equipment available for your use?      
	
	

	When can the activity be offered?
	
	

	Do you have a particular venue for the activity or must the Institute assist?
	
	

	Have you read Note A below and will you strive toward purpose driven proactive learning with your participants?
	
	

	Have you read Note B below and will you strive toward action orientated goal directed learning for your participants? 
	
	

	Assignments (where applicable)
Tasks such as exercises in the application of course material, projects, mind-maps, etc.
	
	

	Assessment (where relevant)
Written or oral test or examination 

Who will mark or evaluate such work?
	
	

	State what the cost for participants or attendees will be and what that includes or excludes


	
	

	Potential sponsorship by a presenter or other body
	
	

	What SETA relationships or accreditation do you have?
	
	

	In which Region/s is the event to be offered? OR

Is the event to be offered nationally?
	
	


Evaluation forms to obtain feedback from all participants in the activity must be provided for the rating of the relevance, quality and effectiveness of the activity.  Such a form may be obtained from the validating Institute for copy purposes. 

Submit your proposed activity for assessment to Gauteng Institute for Architecture. 

Please note that a fee may be charged for approval services.

I, on behalf of  ……………………………………………………………………………………………….


(name of the body) 

hereby certify that I am fully aware of the statutory requirements as described in the SACAP Conditions Relating to Continuing Professional Development and Renewal of Registration, and undertake to comply with the requirements pertaining to an approved provider for this activity.
SIGNATURE                                                                           
DATE

POSITION HELD                                 

PLACE

	Note A :
Purpose driven proactive learning
	Your notes on how you could integrate some of these concepts into your activity

	Emphasise understanding rather than memorising information and procedures

	

	Stimulate creative thinking and the development of innovative skills

	

	Encourage participation and problem-driven approaches to learning  

	

	Use learner-centred and co-operative learning and teaching methods

	

	Combine lectures with tutorial sessions and practice sessions 

	

	Stimulate development of communication skills, interpersonal skills and group dynamics

	

	Enable effective use and application of information, knowledge and procedures

	


	Note B :
Learning concepts to be used towards action orientated goal directed learning
	Your notes on how you could integrate some of these concepts into your activity

	Knowledge: describe, set out, mention, name, list, state, give

	

	Comprehension/insight: explain, describe, expand, interpret, translate, deduce

	

	Application: calculate, estimate, prove, rework, determine, demonstrate, indicate

	

	Analysis:  differentiate, determine difference, discriminate, identify, compare

	

	Synthesis: design, plan, treatment plan, set up, create, develop, produce

	

	Evaluation: enunciate, articulate, indicate, choose, point of view, decision, review, form opinion, evaluate, criticize, appraise, examine, motivate  
	


GUIDELINES FOR THE ASSESSMENT OF CPD CATEGORY 1 ACTIVITIES

FOR USE BY THE GAUTENG INSTITUTE FOR ARCHITECTURE
Any provider who desires validation of a Category 1 CPD activity must apply to an accredited voluntary association for approval of such activity.  An approved CPD activity is valid for such period as specified by the Council from time to time (SACAP, 2006 p.8).

	1
	Requirement: A completed application form for approval of a Continuing Professional Development  (CPD) Category 1 Activity 

	1.1
	Activity title 
	

	1.3
	Name of the responsible person
	

	1.4
	Is more information required from the applicant?  If so specify  
	

	

	2
	Consider the application in terms of the following SACAP requirements (SACAP Conditions 2006 p.8):
	Acceptable
	Inadequate

	2.1
	The activity should serve to maintain or enhance the knowledge, skills and competence of all those who participate in it.
	
	

	2.2
	The activity should meet an educational and developmental need and provide an effective learning experience for the participants.
	
	

	2.3
	The depth and breadth of the subject matter covered must be appropriate.
	
	

	2.4
	The subject covered should provide a balanced view and should not be unduly promotional.
	
	

	2.5
	Evaluation forms for obtaining feedback from participants on the activity must be provided for rating of the relevance, quality and effectiveness of the activity.
	
	

	
	
	
	

	3
	Consider the application in terms of the following checklists for assessment of Category 1 CPD activities:
	Acceptable
	Inadequate

	3.1
	Importance and positioning of activity within the National Framework for CPD and regional activities
	
	

	3.2
	Relevance of subject and activity for the intended target group
	
	

	3.3
	Clarity of objectives
	
	

	3.4
	Clarity of intended outcomes 
	
	

	3.5
	Adequacy of coverage and recommendation for further inclusions or deletions in view of other activities offered 
	
	

	3.6
	Appropriateness of method of presentation
	
	

	3.7
	Appropriate place and times for the activity within the regional and national CPD programme
	
	

	3.8
	Anticipated benefit to the target group and to the profession as a whole
	
	

	3.9
	The number of credits to be earned by delegates for the activity (See Table)
	
	

	

	4
	Questions for consideration
	Validation subcommittee’s response and notes

	4.1
	Will equipment be provided or must it be arranged and at what cost? 
	

	4.2
	Is the cost of the activity to attendees reasonable?
	

	4.3
	Should this activity be a one off or an on-going activity on an annual basis?
	

	4.4
	Is sponsorship available for this activity? 
	

	4.5
	Could sponsorship be in conflict with presenter interests?
	

	4.6
	Should the activity be subsidised, and if so how? 
	

	4.7
	Is the supporting documentation being provided adequate? 
	

	In terms of the information provided on the application form and from the above considerations it is recommended by the validating subcommittee that the activity be: 


	ACCEPTED


	REJECTED

	5
	Conditional information required from the applicant or further action required.

	

	6
	Action required by GIfA

	

	

	7
	Considerations for GIfA when planning the full range of courses available                               The scope and balance of activities in terms of: Competencies required for the Architectural Professions (cf. SACAP official document)

	7.1
	Office practice, legal aspects and ethics
	

	7.2
	Computer applications
	
	

	7.3
	Urban relationships
	
	

	7.4
	Architectural history and theory
	
	

	7.5
	Architectural design
	
	

	7.6
	Environmental relationships
	
	

	7.7
	Contract documentation and administration
	
	

	7.8
	The structure of buildings
	
	

	7.9
	Construction technology
	
	

	7.10
	Building services and related technologies
	
	

	

	8
	Consider the scope of design and technology required for a sustainable Built Environment in terms of:

	8.1
	Social concerns
	
	

	8.2
	Economic concerns
	
	

	8.3
	Environmental concerns
	
	


REFERENCES

SACAP. 2006. Conditions relating to continuing professional development and renewal of registration. Johannesburg: SACAP
FRAMEWORK IN TERMS OF WHICH 

CREDITS ARE TO BE ALLOCATED TO CATEGORY 1 CPD ACTIVITIES
REFER SACAP CATEGORIES OF CPD ACTIVITIES

Category 1: Development Activities
Attendance of structured educational/developmental meetings will be credited with one credit per 10 hours of attendance depending on whether participation is interactive or non-interactive.  A full day activity will be regarded as being for 10 hours and a half day activity will be regarded as 5 hours and hence half a credit.  A maximum of 4 credits (40 hours) may be accumulated annually under this category.

	Credits
	Maximum credits which may be accumulated  p/a
	Activities
	Credits per Activity

	40 hours 

(10 hours/credit)
	4 credits


	Interactive:

Workshops

Conferences

Congresses

Non-interactive:

Workshops

Conferences

Congresses

Lectures

Seminars

Refresher Courses


	2 credits for 10 hours

1 credit for 10 hours


	PART 2: CONDITIONS OF VALIDATION

	
	

	1 
	ACTIVITY NOTIFICATION AND PUBLICITY



	1.1 
	Notification and publication: Any notification or publication related to the activity shall include the following information:

	
	· Activity reference number

	
	· Activity title

	
	· Summary of activity content (30-50 words)

	
	· Activity date, time and venue

	
	· The CPD credit value of the activity as assessed by the validating subcommittee which shall be notified in the following form:

SACAP Category 1 CPD credit value: x credits.



	1.2 
	Information for GIfA:  The activity provider shall ensure that GIfA is kept informed of all relevant information on scheduled activities, including:

	
	· Current schedule information on dates, times and venues

	
	· Any changes to the schedule



	1.3 
	The Activity Provider is authorised to use the GIfA logo on or in any promotional material which it may publish in connection with the specified activity.  When used, the logo must always be associated with the statement specified in 1.4.

Note: the logo is copyright protected and may only be used for the purpose stated.


	

	1.4 
	The following statement must be used in publicising the activity:

The Gauteng Institute for Architecture has assessed and validated this Category 1 CPD Activity.  The activity carries x CPD credit.

	
	

	2 
	RECORD OF ACTIVITY PARTICIPATION FOR GIfA


	2.1 
	The activity provider shall keep a record of all participants for each event in an agreed format.



	2.2 
	The record must capture the following information for each participant:

	
	· Activity reference

	
	· Activity title

	
	· Activity date/s

	
	· Surname and full names of participant

	
	· Identification number

	
	· Postal address

	
	· Telephone, fax and cellphone numbers

	
	· E-mail address

	
	· Professional registration number (SACAP registration)

	
	· Voluntary Association affiliation (if any)

	
	· Voluntary Association enrolment number (if any)



	2.3 
	The activity provider shall transmit the above information to GIfA within 14 days of the event.




	3 
	RECORD OF ATTENDANCE FOR ACTIVITY PARTICIPANTS



	3.1 
	The activity provider shall ensure that each participant receives confirmation of participation in the activity, either by way of a record of attendance issued at the event, or by e-mail, fax or post within 14 days of the event.



	3.2 
	Such confirmation of participation shall include the following information:

	
	· Activity reference

	
	· Activity title

	
	· Activity date

	
	· CPD activity credit value

	
	· Surname and full names of participants

	
	· Professional registration number (SACAP registration)

	
	· VA affiliation (where applicable)

	
	· VA enrolment number



	4 
	ATTENDANCE/REGISTRATION FEES: GUIDELINES



	4.1 
	Activity providers will set attendance/registration fees according to the following guidelines:

	
	· Attendance/registration fee: 10% of the validation fee for the activity;

	
	· Preferential attendance registration fee for voluntary association members: 25% discount on the normal attendance registration fee

	
	Note:

	
	The costs of venue, course material, refreshments, meals etc associated with the presentation of the activity should be determined and added to the recommended attendance/registration fee.

	
	

	5 
	GENERAL



	5.1 
	This validation applies only to the specified activity as stipulated in the Activity Information contained in Part 1.



	5.2 
	An annual renewal fee of 50% of the initial validation fee is payable.



	5.3 
	This validation is subject to review and re-validation every three years.



	5.4 
	The re-validation fee is determined according to the validation fee scale ruling at the time of re-validation.



	5.5 
	The activity provider shall notify GIfA of any substantive changes to the content or presenter/s of the activity and shall provide details of the changes.



	
	Written approval from GIfA is required before the revised activity may be offered.

	
	


CPD COURSE EVALUATION QUESTIONNAIRE

The objective of this questionnaire is to facilitate improvement of structure, content and quality of CPD courses. Kindly assist us by completing this evaluation and returning it to the course leader.

	Course/seminar/conference title:
	

	Region in which activity was presented:
	

	Date:
	

	Duration:
	
	Days
	
	Hours

	
	

	Your age group and gender:
	<40
	41-60
	>60
	Male
	Female


Please rate the course and related matters on a scale ranging from 1 to 5 where 1 is poor and 5 is excellent.

	Course Content
	1
	2
	3
	4
	5

	As advertised or promoted
	
	
	
	
	

	Relevant
	
	
	
	
	

	Appropriate
	
	
	
	
	

	Structured logically and clearly
	
	
	
	
	


	For Each Lecture*
	1
	2
	3
	4
	5

	Relevant
	
	
	
	
	

	Fresh/up to date
	
	
	
	
	

	Practical/applicable
	
	
	
	
	

	Content readily understood
	
	
	
	
	

	Stimulated participation
	
	
	
	
	

	I can apply what I learned
	
	
	
	
	

	Presented at a realistic pace
	
	
	
	
	

	Enthusiastic and creative
	
	
	
	
	

	Good presentation skills
	
	
	
	
	

	Effective use of media
	
	
	
	
	


	Notes and course materials
	1
	2
	3
	4
	5

	Neat and well presented
	
	
	
	
	

	Logically structured, easy to follow
	
	
	
	
	

	Good reference source for future use
	
	
	
	
	

	Supported the course content
	
	
	
	
	

	Fair and manageable workload 
	
	
	
	
	


	Course environment
	1
	2
	3
	4
	5

	Accessibility and parking
	
	
	
	
	

	Cleanliness
	
	
	
	
	

	Learning environment
	
	
	
	
	

	Comfort and convenience
	
	
	
	
	

	Safety and security
	
	
	
	
	

	Quality of food, refreshments and service
	
	
	
	
	


	Overall quality of the activity 
	1
	2
	3
	4
	5


*  Activity providers must ensure this section is replicated for each lecture presented
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