
 1

CONTINUING 
PROFESSIONAL 
DEVELOPMENT 
POLICY

FEBRUARY 2018

1. RATIONALE
Continuing Professional Development (CPD) comprises a wide array of means by which practitioners 
ensure that their professional knowledge and skills are updated and enhanced over the course of their 
career. Besides enhancing subject knowledge and pedagogical skills, CPD develops teachers’ beliefs and 
attitudes as well as their language awareness and proficiency. CPD consists of both course-based training 
led by teacher trainers as well as more autonomous teacher development methods, such as sharing and 
contributing ELT content on social media, publishing articles in teachers’ magazines, academic journals 
and blogs, and doing teacher research in the classroom. 

While the ELT Council values both forms of CPD and recognises the efforts of practitioners who inspire 
their peers in different ways, the ELT Council Regulations (L.N. 221 of 2015) stipulate that CPD needs 
to be quantifiable and verifiable. In fact, an ELT or ESP permit may only be renewed on application 
subject to the applicant having followed annual programmes of CPD, whereby the programme hours of 
such CPD amount to thirty-two hours over four consecutive years or to more as the ELT Council may 
determine from time to time.

The purpose of this policy is to specify what the ELT Council considers to be approved forms of CPD for 
the purposes of ELT or ESP permit renewals. The following sections describe approved forms of CPD.

2. MODE
Two major modes of CPD will be considered: trainer-to-trainee and publications.

i. CPD consisting of a trainer-to-trainee dynamic will be approved. This may take the form of a 
workshop, an interactive talk or a non-interactive talk. While training may be online, it must involve 
active trainee participation as well as interaction between trainee and trainer. The delivery of a 
session will count towards CPD hours for the trainer when delivered for the first time only.  The 
amount of hours eligible for CPD would be equivalent to double the duration of the session. 

 Peer teaching will also be considered as a form of CPD on the proviso that such sessions take place 
under the supervision of a Director of Studies or a person in possession of Level 7 ELT teacher 
trainer qualifications.   
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ii. ELT- or ESP-related publications, such as conference papers, articles and books that have gone 
through an editing process external to the writer, will be considered as CPD. Similarly for research 
that is shared publicly within an approved context such as a refereed journal or professional 
publication. The number of CPD hours that a publication translates into will be determined on a 
case-by-case basis.

3. CONTENT
Content of training must focus on ELT or ESP methodology, or English language awareness and 
proficiency. Other relevant and appropriate educational or professional areas may be considered on a 
case-by-case basis; however, non-ELT- or ESP-related training may only amount to a maximum of 35% 
of the total number of hours required for permit renewal. 

4. COURSE DESCRIPTION
Only CPD proposals submitted on the forms provided will be considered. The application form can be 
found in Appendix 1 and is to be used in conjunction with the accompanying guidelines for filling in the 
form.

5. APPROVAL AND REGISTRATION
Only CPD validated by ELT Council Experts will be approved. Trainers or their representatives must 
submit an application form to the ELT Council two months prior to the date of training. ELT Council 
Experts will determine whether a course description is in line with the ethos and regulations of this 
policy. 

ELT Council Experts will review the course description and arrive at one of three decisions: Unapproved; 
Resubmit for Approval; Approved. In the first two instances, ELT Council Experts will provide feedback 
to the trainer on the submitted course description in the form of Recommendations that must be acted 
upon before the application can be approved. Additionally, comments and suggestions may be made 
where appropriate. These do not have to be acted upon but are intended to enhance the proposed CPD 
training. 

An applicant may appeal against a decision and request to have their application for CPD re-evaluated 
by a second evaluator.

Once training is approved, it is registered in the ELT Council database of approved CPD. The ELT Council 
reserves the right to assess the actual training provided. ELT Council Experts may attend unannounced 
and revoke approval for repeat sessions if the training is deemed not to fulfil the conditions of approval.

6. TRAINERS
Only CPD delivered by authorised trainers will be approved. A copy of the trainer’s CV and relevant 
qualifications should accompany course descriptions. The ELT Council authorises trainers who, as per 
ELT Council Regulations:

• have a valid ELT permit;
• an international diploma at post-graduate level at National Qualifications Framework level 7 or a 

comparable or higher qualification in ELT from a recognised university or institution plus a minimum 
of 1,500 ELT contact hours spread over no less than twelve cumulative months; or

• a first degree in English or in English as a main subject at National Qualifications Framework level 
6 and an international certificate at National Qualifications Framework level 5, or a comparable or 
higher qualification in ELT from a recognised university or institution plus a minimum of 2,000 ELT 
contact hours spread over no less than twelve cumulative months;

• a certificate of participation, within the last three years from the scheduled date of commencement 
of the training course, at periodical CPD programmes conducted by international ELT professionals 
for a minimum of six hours as approved by the ELT Council; or to more hours as it may determine 
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from time to time.

Sessions by ELT professionals who do not have these qualifications will be considered for approval as 
long as a Director of Studies or an authorized teacher trainer signs a statement declaring that:

i. s/he has discussed all aspects of the session with the applicant;
ii. s/he (or her/his qualified representative) will be present during the session;
iii. s/he will give oral and written feedback to the applicant after the session has been held.

Individual applications for CPD sessions run by trainers who do not satisfy the listed requirements will 
be considered on a case-by-case basis.

Trainers may not design, conduct, or teach on an approved CPD course unless they satisfy the above 
requirements and, upon application, are granted permission by the ELT Council.

7. CERTIFICATION
Every trainee that has attended an approved CPD course in its entirety is eligible for a certificate of 
attendance that features the following elements:

• title of training;
• duration of training in hours;
• date/s of training;
• location of training;
• authorised trainer’s name;
• logo of ELT Council;
• registration number issued by ELT Council.

Certificates of attendance need to be added to the teacher portfolios held by each school.

8. EXCEPTIONS
The only CPD that is automatically approved by the ELT Council without being necessarily subject to all 
of the above conditions consists of sessions forming part of:

• ELT Council teacher training events;
• the ELT Malta Conference;
• the University of Malta MA TESOL or comparable qualifications;
• the University of Malta Masters in Teaching and Learning (English);
• Cambridge ESOL CELTA, Cambridge ESOL DELTA, Trinity Diploma in TESOL, Trinity Cert TESOL or 

comparable qualifications;
• conferences organized by IATEFL or TESOL International Association;
• MATEFL seminars;
• FELTOM teacher training events.

A certificate of attendance is still required.
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APPENDIX 1

Continuing Professional Development course: Application for approval by the ELT 
Council

Please fill in Sections 1 and 2

SECTION 1
Date of application      

Date and time of training 

Title of training  

Location of training

Contact details of applicant

Name of applicant      

Email address      

Landline/mobile phone number      

Name of authorised trainer/s*

*Please see ELT Council CPD Policy if trainer has not been authorised by the ELT Council. 
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SECTION 2

Title of training

Does the title clearly and honestly reflect the structure, content and outcomes of 
the session? It can contain catchy, memorable phrases but in such cases you will 
also need to give teachers a clear idea of what the session aims to achieve.

For example, the following does not do this: Flying over their heads or landing 
safely?

However, a subheading can clarify the title, for example:  Flying over their heads or 
landing safely: helping learners to notice and use lexical chunks.

Duration of CPD 
in hours

Please state this clearly. 

Is the amount of time you have allocated enough to ensure that the planned 
duration of the session matches the requirements indicated by the content?

Date of session 
or date of 
commencement 
of course 

Please include this as unannounced visits may be made by ELT Council 
representatives. 

If a date is not provided, the course application may still be approved but the ELT 
Council will need to be informed prior to the start of the session/course in order 
for the course/session to be accepted as valid for approved CPD hours.

Course rationale 
and content

Explain your reasons for offering this course/what is the marked need for this 
course/how this course fulfils these needs.

Have you included an overview of the session and, if appropriate, a rationale? 
For example, can you include information relating to some or all of the following 
questions?

Why is it necessary / useful / desirable / interesting for teachers?

Has a need been identified within the school?

Is there a recent development that teachers would benefit from being made aware 
of?

Is there any controversy about the topic?

Have teachers themselves requested a training session about this area?

Continue by briefly describing how the session will develop (the overview), e.g. ‘a 
series of demonstrations followed by hands-on practice activities’, or ‘a discussion 
phase in which participants share their experiences of…’, or ‘an introduction in which 
the main issues are highlighted and discussed followed by a series of practical 
techniques which participants experiment with themselves. These include…’.

This section will normally be between 100-200 words.
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Overall course 
objectives

What does the presenter/trainer aim to achieve?

Sometimes these objectives will inevitably be a rephrasing of the Learning 
Outcomes. 

For example, a Trainer Objective might be: to help participants feel more confident 
when using an Interactive Whiteboard for visual presentations of grammar concepts, 
whilst a Learning Outcome for the same session might be: participants will be 
able to use an Interactive Whiteboard to provide a visual focus when clarifying 
grammatical concepts. 

At other times, however, they may be very different. 

e.g. Trainer Objectives:
 
• To develop rapport between teachers by organising collaborative group work.
• To ask learners to exchange difficult teaching experiences 
• To boost teachers’ self-esteem. 
• To help teachers experiment with, and feel more confident in using, a/an 

(training technique, activity or resource) which many have not used before

Learning 
outcomes

Do the learning outcomes focus on the participants (rather than the trainer)?

Are they expressed in terms that concretely describe what the participant will or 
could expect to gain from the CPD session and how they will be able to apply that 
knowledge/skill?

What will they learn or learn to do (better) and how will that help them in their 
work?

Whenever possible, such outcomes should be expressed in measurable terms. 
Here are some examples:

Participants will be able to distinguish between inductive and deductive 
presentations of grammar structures and select either depending on their learners’ 
learning styles and educational backgrounds. 

Participants will be able to reduce the amount of non-useful teacher talk and use 
useful teacher talk as a strategy in developing learners’ listening skills through ‘live 
listening’ sessions.

Participants will be able to use classroom strategies to help their learners self-
correct.

Participants will be able to switch on an Interactive Whiteboard, use its basic 
functions, save work and switch it off.

Participants will be able to use more advanced Interactive Whiteboard functions, 
namely: using images from Internet; screen shade; rub and reveal; drag and drop; 
hide and reveal; inserting a table.

Participants will be able to give instructions in English that are clear and simple and 
they will be able to use a variety of techniques to check whether their classroom 
instructions have been understood.

Participants will be able to plan lessons that use learners’ mobile phones as a 
resource.
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Learning 
outcomes 

Participants will compare the advantages and disadvantages of a Task-Based 
Learning approach and a Present-Practice-Produce approach and decide which 
they prefer in different situations and contexts.

Participants will explore and be able to use five strategies for motivating teenage 
learners.

Further suggestions:
Try and use verbs which can be ‘measured’, e.g. ‘will able to give / distinguish / 
select / reduce / use / apply / check / evaluate / demonstrate / rank / critique / 
decide / compare / teach / provide practice activities / develop.

b. Verb phrases, such as ‘have their awareness raised’, ‘feel more confident’, ‘ be 
motivated’, are not easily measurable. As a ‘rule of thumb’ guide, use ‘action 
verbs’ such as the examples in (a) above.

c. Avoid simply listing a series of activities. 

As a guideline, you may wish to limit learning outcomes to no more than three 
for CPD sessions lasting up to two hours. For longer sessions of more than three 
hours you may wish to list three to five learning outcomes.

Participant learning outcomes should be expressed clearly and made available to 
participants.

 Course 
procedure(s) Provide a brief description of the procedure(s) followed during the session/course.

Mode of delivery 
(tick where 
appropriate)

Indicate whether the session is going to be an interactive talk, non-interactive talk or a 
workshop

An interactive talk will typically contain a talk with some opportunities for pair work 
and/or group work, and/or opportunities for participants to respond in some way to 
what is being presented, including being able to ask questions during the talk (rather 
than only at the end).

A workshop will typically involve participants in the use and/or production of materials 
or resources, or the exploration of issues with a final product, e.g. points participants 
have agreed upon / disagree about / believe / want to ask about / would like to 
recommend, etc.

As a guideline, if the talk is non-interactive, we recommend that you limit this to a 
maximum of thirty minutes, as participants’ attention tends to decrease if it is any longer.

General 
assessment 
procedure 
(Please indicate 
how the 
achievement 
of Learning 
Outcomes will 
be assessed)

How will you be able to determine that the Learning Outcomes have been achieved?

This may include, for example: monitoring group work; a practical product; successful 
completion of exercises or worksheets; self-evaluation of what participants feel 
they have learned; whole-session feedback from the ‘floor’; reports written later by 
participants documenting the effect of the session on teaching or how learning has 
been implemented/adapted

Consider including a questionnaire at the end of each session. As well as providing 
evaluative feedback, it could ask questions such as ‘What would you like to learn 
more about after today’s session?’, or ‘Are there any other topics / skills / areas you 
would like to learn more about?’, thus providing a direction for extending the learning 
beyond the session and an opportunity for teacher-directed development pathways.
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Materials and 
resources used

Have you listed and clarified all the materials and resources you intend to use?

Do clarify as much as you can. For example:

Are you using any handouts? Do they come from a publication (and therefore 
need acknowledgement)? Have they been produced in-house? Are they your own 
individual handouts?

Are you using PowerPoint slides / an interactive whiteboard / puppets / songs or 
other recordings / DVDs / YouTube / digital devices / smartphones?


