
CPD CLAIM GUIDANCE NOTES

MAKING YOUR CLAIM
(NB For finance information, please see the Information Booklet)

1. 	 Undertake the activity agreed in the application

2. 	 Write the report on its impact, by the date on the award letter

3. 	 Complete and sign the Financial Claim Form.

4. 	 Ask  Headteacher to sign the Financial Claim Form (green box) to confirm  
that a report has been written and kept in the teacher’s CPD Portfolio

5. 	 If  supply/cover was used, ask the School Bursar or secretary to  
complete the Supply Claim section.

6. 	 Attach evidence of all payments made, invoices or receipts for courses,  
receipts for any resources, accommodation or travel (except mileage).

7. 	 Send to GTCW, after checking postage and taking a copy of all the  
documentation.

See example overleaf  ➢

If you have a problem, or you need advice, please contact the CPD Team

GTCW, 4th Floor, Southgate House, Wood Street, CARDIFF CF10 1EW

Telephone: 029 2055 0350   Fax: 029 2055 0655   E-mail:cpd@gtcw.org.uk

WRITING THE BURSARY REPORT

The report should be written (up to 1,000 words) using the following side-headings:

•	 Rationale (a brief reference to the area of work you are trying to improve, and why)

•	 Brief outline of the activity undertaken (50 words)

•	 The benefits brought to your work (what outcomes did you achieve?)

•	 The evidence you used to measure the improvement.

•	 Dissemination (briefly describe how you have shared the benefits/outcomes with others)

•	 Personal reflection on the activity and its impact on your professional development (for example, did you choose the right way to 
satisfy your need? How do you perceive your future CPD needs? What plans have you already formulated or implemented for your 
CPD and teaching?)

A copy of the report should be kept in your CPD portfolio and may be required by Estyn for evaluation purposes.
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