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Accessing the CPD Tool

For best user experience, access the CPD Tool using a desktop and use the following steps:

1. Log in to the Lawyer Portal.
2. Select the drop-down arrow located on the top right of your home screen, located to the

right of your name.
Select CPD.
From the menu select CPD Tool.

Access the Tool by selecting the button.

The Tool will open in a separate tab defaulting to your dashboard. Select

to begin your plan. If you have previously saved information in the Tool, select
to be taken to where you previously left off.
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Completing Your CPD Plan
The CPD Tool will guide you through each step of the self-assessment to help meet the plan
requirements. Each time you move to the next step, your progress will be saved automatically.

The CPD Tool will be timed out after 20 minutes of inactivity. Once you have completed a step,
ensure you click on the next step button located on the bottom right of the page to save your
work.

Once you have acknowledged and submitted your CPD plan, a pop-up message will appear
that confirms your plan was successfully submitted to the Law Society and you have fulfilled
your requirements under Rule 67.2 for the year. Your CPD plan will also become available for
download at any time.

Navigating Within the CPD Tool

The following navigation tips can help optimize your experience in the CPD Tool:
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The CPD Tool is based on the Law Society’s Professional Development Profile for Alberta Lawyers. The Profile is intended to

provide guidance on the competencies the Law Society believes are important to maintain a safe, effective and sustainable legal

practice in Alberta today. It is intended to be a source of inspiration and aspiration for Alberta lawyers as they plan their
professional development goals and learning activities. This Tool helps you to self-assess your current proficiency levels in various
competency areas, and to identify and prioritize competencies you want to develop or enhance.

The structure of the Profile is as follows:

Domains Performance Indicators Compass Graphic
[ Contact Us
The Profile outlines nine domains or areas of Performance indicators illustrate observable or The graphic representation of the domains found on
competency that are important for Alberta lawyers.  readily inferable behaviours in the area outlined by~ page 3 of the Profile depicts a compass, which is
® support The domains set out the suggested areas in which ~ each competency. The performance indicators consistent with the purpose of the Profile o offer
professional development might be undertaken. provide examples of different aspects of the guidance to Alberta lawyers on their professional
competency that a lawyer can develop. development journeys. As the Legal Practice domain
® Accessibility represents the core legal elements of a lawyer’s role,

Domain Statements

centre of the compass and is the first

itis in

8 Each domain has an introductory starement that Proficiency Scale domain in the Profile. However, all the domains are
Privac i i

v conveys the overall scope and intent of the domain. A proficiency scale clarifies a level of progress interconnected and equal in importance to safe,

R . H S effective and sustainable legal practice in Alberta
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The profile information that is displayed in the CPD Tool is pulled from the information
you provide in the Lawyer Portal. Information on updating your contact information is
available on the Law Society of Alberta website.

The stepper at the top of the screen displays your progress in completing the plan.
Once a step has been completed the icon on the stepper will change to a blue check
mark and can be selected to navigate back to a previous step. You can also navigate
back to a previous step by using the button located at the bottom left corner of each
page until you reach the applicable step. Incomplete steps that are a gray number
cannot be selected in the stepper as that content depends on completion of earlier
steps. If a step has been started but not saved, the stepper icon will be a blue pencil. On
a mobile device this stepper will appear on the left-hand side with completed steps at the
top of the screen and incomplete steps at the bottom.

Applylng for an Exemption
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Log in to the Lawyer Portal.
Select the drop-down arrow located on the top right of your home screen, located to the

right of your name.

Select CPD.

Select Request Exemption.

Select a reason from the drop-down list.

Use the text box to provide information relevant to your exemption request.
Select Submit.

Once an exemption request has been submitted, the Law Society will assess the request and
notify the lawyer by email if the request has been approved or denied. If an exemption request
is denied, the lawyer will be required to submit a CPD plan by the deadline.

Checking Your Status

1.
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Log in to the Lawyer Portal.
Select the drop-down arrow located on the top right of your home screen, located to the

right of your name.

Select CPD.

Select Mandatory Education.

If you are required to complete a CPD plan it will appear as incomplete under Current
Mandatory Education at the bottom of the page.

Once the CPD plan has been submitted, move the toggle to show history and your CPD
plan will show as complete. Once the plan appears under show history, the Law Society
has been notified, and there is nothing further required.
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View, Edit and Track Progress on Your Completed CPD Plan
Once you have submitted your CPD plan, your dashboard will change and appear as below
(please note, on a mobile device the menu on the left-hand side is accessible by selecting the
button in the top left-hand corner of the screen):

(@) Dashboard 1

Current Plan
£ ViewlEdit Plan

og Track Your
ag

Progress Your Learning Activities
X You can track your progress on your learning activities and overall goals here. This is not required but may help you better
2‘;;’;‘9"“ of the engage with your professional development goals and determine which learning activities are most effective for your
FOEAT, learning style. Once you have completed all or part of a learning activity, you can come back here to record whether the
2 Glossary activity was effective for you, and why. You can also mark activities as complete to help you track your progress on your
CPD plan

Manage files effectively and securely Foster collegiality and civility in the legal
ERACTICR R profession

Attend organization or association
meetings or events Implement a new process to

improve your practice
B Contact us Progress: Not started P your p

Progress: Nos starsed

@ Support

® Accessibility
B Privacy

1. View/Edit Plan
a. Current CPD plans can be downloaded from the CPD Tool dashboard by

selecting View/Edit Plan in the Current Plan section and selecting the
or button near the top right of the screen.

b. CPD plans can be edited from the CPD Tool dashboard by selecting View/Edit
Plan in the Current Plan section and selecting the button
near the top right of the screen. CPD plans can be changed until Sept. 30 of the
year following the original submission deadline.

2. Track Your Progress
a. From the CPD Tool dashboard, select to track

learning activities, notes and overall goals throughout the year. This function is
not required but lawyers are encouraged to use it to assist with their overall
engagement of their goals and to determine which learning activities match their
individual learning style. Once an activity is marked as complete, the status of the
activity will change from “not started” to “completed”.
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Security Information

The security standards for Law Society databases require limited use of special characters and
that the CPD Tool automatically log lawyers out of the platform after 20 minutes of inactivity.
These standards are necessary to help protect lawyers’ confidential information. The CPD Tool
will alert you when you are at risk of being logged out.

Accessibility Information

The Law Society is committed to removing barriers to accessing our resources, programs and
services. As part of that commitment, all Law Society websites and resources strive to meet
Web Content Accessibility Guidelines (WCAG 2.1). WCAG 2.1 are the internationally-
recognized standards to make web content more accessible to people with disabilities. The Law
Society conducts regular audits of all web content for WCAG compliance and works to address
any issues in a timely manner.

If you have trouble accessing our websites or resources, please contact Education for additional
support.
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Contact Us

If you have questions about the CPD Tool, email Customer Service or visit the Law Society of
Alberta website.

If you would like support in creating your CPD plan, you can contact Education for assistance.

Additional Supports for Completing a CPD Plan

While the Law Society can offer guidance and suggestions on learning activities, it is up to each
lawyer to determine how to best improve proficiency in chosen areas of professional
development, depending on level of experience, practice context and goals. The following
resources have been developed to assist lawyers with this process:

The Professional Development Profile (Profile) provides guidance for lawyers about what
the Law Society considers to be important areas of focus for professional development,
regardless of experience or practice area. The Profile forms the framework of the CPD
Tool.

The proficiency scale, developed by Principia Assessments, Ltd. and located within the
CPD Tool, is intended to help lawyers assess their current proficiency levels in the
selected competencies and to set goals to improve or enhance those proficiency levels.
The Reflective Practice course helps lawyers learn what reflective practice is, the
different kinds of reflection, why it is important to lawyers, how it applies to professional
development and what it takes to become a reflective practitioner.

The Key Resources located within the Law Society’s Resource Centre align with the
nine domains of the Profile, to help lawyers easily locate resources relevant to their CPD
plans.

The CPD Resources located within Continuing Professional Development on the Law
Society website contains information and resources that are available to lawyers when
completing and implementing CPD plans; including suggestions for learning activities.
CPD Frequently Asked Questions located within Continuing Professional Development
on the Law Society website contains detailed information on CPD Program
Requirements, Exemptions, Creating CPD Plans, Viewing and Downloading Plans,
Editing CPD Plans, Tracking Progress on your CPD Plan and General Information.
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