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Instructions for Completing Your SDL Tool 

This Guide supplements information for completing the SDL Tool already on the College’s website 
(www.cdo.on.ca > Resources > Quality Assurance Resources). You will need the following items at hand to 
complete your SDL Tool: 

 
 Last year’s SDL Tool, if applicable 
 Documentation related to your professional improvement activities; 
 This Guide to Completing Your SDL Tool. 
 

It is recommended that you: 

i. Read all instructions contained in this Guide before completing the Tool if this is your first time. 

ii. Complete the Tool sequentially.  If you only have small amounts of time, try completing one 
section or just a part of a section at each sitting. 

iii. Work with a group of peers.  This may help you to identify practice experiences related to the 
various self-assessment statements. 

iv. Review the FAQs & Resources section of this Guide. 

A. On-Line SDL Tool 

i. Submit the SDL Tool online. To access the web-based SDL Tool:  

 Go to www.cdo.on.ca; 
 enter your Login ID and Password; 
 From your Member Home Page, click on the link Self-Directed Learning Tool > 

Complete Online  

B. Keep a Copy for Your Records 

You must keep a copy of your completed SDL Tool for 5 years with all supporting documents:  

 to verify participation in various learning activities for a period of 5 years;   

 to show how you applied the learning to your practice. 

Please save or print a copy of your completed SDL Tool for your files. 
 

See the FAQs & Resources section of this Guide for more information. 

C. Deadline for Submission October 15 

Your SDL Tool must be received at the College by October 15.You may submit it anytime between August 15 
and October 15.  An administration fee of $70 will be levied on all members who do not submit their SDL 
Tools on time. 

 

This is your tool.  Try to be as honest and objective as possible in appraising your practice so that 

you and your clients can fully benefit from your self-assessment process. 

http://www.cdo.on.ca/
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The SDL Tool and Professional Competence 

The Self-Directed Learning (SDL) Tool is a component of the College's Quality Assurance Program.  Its 
purpose is to promote self-reflection, peer assessment, self-assessment and professional development by 
RDs on the nature of their practice and their professional competence. The SDL Tool is one vehicle used by 
members of the College to meet their legal obligation for Self-Assessment and Professional Development as 
outlined in the Quality Assurance Regulation. 
 
The components that make up competence — judgment, attitudes, skills — can be viewed as the ingredients 
needed to develop a competent dietitian.  The ingredients may vary based on RD roles or positions, their 
values and culture, their work environment and other personal or situational factors. 
 
In completing the SDL Tool, keep in mind that competence is more than knowledge and skills. It is not limited 
to the ingredients directly related to dietetics, but also includes competency areas such as communication 
skills, interpersonal skills, time management or presentation skills.   

 
 

 

The SDL Tool and Reflection 

 
 
The SDL Tool is designed to help you reflect on your practice, turning your experience into a learning 
process. It means looking back at your experiences and analyzing what happened, what you learned, and 
what you may still need to learn.  It also involves considering what you may have done differently and what 
you did well. Reflection is a dynamic process of self-directed learning. The greater your comfort with 
reflection, the easier it will be for you to work on your SDL Tool.   
 

 

 

“There is value in self-reflection and going through an exercise [completion of SDL 

Tool] like this once a year. It gives me the opportunity to ask „what am I doing?‟ 

and „what should I do?‟ ” 

 

 Member, College of Dietitians of Ontario  

 

Competence is more than the accomplishment of discrete and isolated 

tasks.  Rather, it involves the interaction and integration of knowledge, 

critical thinking, judgement, attitudes, skills, values and beliefs.  It also 

includes the ability to generate learning and move from one situation to 

another. 
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Part 1 A and B: Self-Assessment, Self-Reflection and Peer Assessment 

 

PART 1A 

  

 
Figure 2: Self-Assessment Process illustrates the steps involved in the Self-Assessment Process for Part 1A. 
This process is designed to help you identify your learning needs by assessing your competence in relation to 
the four professional activity areas which were developed from the six Professional Standards for Dietitians in 
Canada.

1
   

Area 1)  Provision of Service  
(based on Professional Standard 1);  

 
Area 2)  Competent Application of a Unique Body of Knowledge  

(based on Professional Standards 2 and 3);  
 
Area 3)  Lifelong Learning and Professional Development  
  (based on Professional Standard 4); and  
 
Area 4)  Ethics, Professional Responsibility and Accountability  
  (based on Professional Standards 5 and 6). 

 

Client
2
 Identification Space — Optional 

At the beginning of each professional activity area, a space has been provided for client identification. In 
the self-assessment process, many dietitians find it useful to identify who their clients are when they 
respond to the behaviour statements since the identity of the client may vary depending on the 
Professional Activity Area. This is optional.  
 

 

 

 

 

                                                 
1 These standards were developed by Dietitians of Canada and the College of Dietitians of Ontario in collaboration and with financial support 

from: British Columbia Dietitians' and Nutritionists' Association; Alberta Registered Dietitians' Association; Saskatchewan Dietetic Association; 

Manitoba Association of Registered Dietitians; Ordre professionnel des diététistes du Québec; New Brunswick Association of Dietitians; Nova 

Scotia Dietetic Association; Prince Edward Island Dietetic Association; and Newfoundland Dietetic Association. 

 
2
 Some Registered Dietitians are more comfortable using the terms patient or customer. 

 

CLIENT - May include an individual, community, population, colleague 

employees, employer who is the recipient of your services, regardless of 

practice setting. 
 

 

1. Reflect on the behaviour statements related to key indicators in each area of 

professional activity. 

2. Recall recent or past activities, and replay the event in your mind in terms of the 

behavioural statements. 

3. Rate your performance against the key indicators.  
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The Behaviour Statements and Indicators 
Review each of the four professional activity areas with their key indicators and behaviour statements.  As 
you read, relate them to your practice or the client subset you have identified and rate your performance level 
against the key indicators.  To determine whether your performance or competence has changed, it may be 
useful to review your self-assessment ratings from last year’s SDL Tool. 
 
The Ratings 
The rating scales for the key indicators are listed below. Each indicator includes behaviour statements that 
are followed by ratings to help determine your level of achievement for that indicator. Select the most 
appropriate rating for your practice.  If an indicator represents a skill or practice that is not part of your role, 
select Not Applicable.   
 
Once you have completed the self-assessment, a profile of your ratings for all key indicators on the SDL Tool 
(Summary of Indicator Attainment for the Four Professional Activity Areas) will be created for you.   
 

 

 

Rating Scales of Key Indicators 
 

 EXPERT - A skill or practice you feel you excel in ð I may work 

on this as needed 

 HIGHLY DEVELOPED - A skill or practice you feel you are good 

at ð I may work on this if time permits 

 REFINING - A skill or practice you feel could be improved ð I 

need to work on this as time permits 

 DEVELOPING - A skill or practice you do not do currently but 

which should be included in your role ð I need to make time to 

work on this 

 NOT APPLICABLE - A skill or practice that you determine could 

not be part of your role 
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AREAS OF PRACTICE 
 
The Professional Activity Areas, Indicators & Behaviour Statements relate to all areas of 

practice. This broad interpretation is exemplified below. 

 

PROFESSIONAL ACTIVITY AREA 1: PROVISION OF SERVICE 
You use a client-centred approach to provide and facilitate an effective dietetic 

service. Regardless of your area of practice (clinical, food service administration, public 

health, private practice or, industry) your clients are fundamental to your practice. 
 

Indicator A  – Have an effective working relationship with my clients 
To attain the intent of this indicator, you should:  

 Discuss with clients and appropriate others their needs and expectations in order 

to gain a very good understanding of their situations.  

 Customize a plan of action with goals for each client based on the identified 

needs and expectations.  

 Inform clients of appropriate resources (such as those offered by the community, 

government, or other organizations).  

 Communicate patiently in a manner that is non-threatening and respectful by 

listening actively, responding to non-verbal clues.  

 

CLINICAL SETTING: The dietitian engages the patient in a discussion about what 

information/services/actions the patient needs and expects to receive.  The dietitian 

also communicates to the client the findings of his/her assessment (i.e., identification of 

nutritional needs). 

 

ADMINISTRATION/MANAGEMENT:  The dietitian conducts performance appraisals of 

employees on a regular basis in order to identify the need for education/training, the 

employeeõs expectations for growth and development, the need for additional staff 

and the existence of any systemic and/or performance issues. 

 

CONSULTANT: The dietitian may be asked to submit a response to a Request for 

Proposal for a particular project.  In doing so, the dietitian may need to discuss the 

project in greater detail with the potential client in order to ensure that the clientõs needs 

and expectations are clear. This would also be done once the consulting RD was 

selected as the successful candidate. 

 

INDUSTRY: The dietitian conducts market research identifying the need for a new 

product. The dietitian may also identify and discuss with his/her employer the need to 

change the marketing strategy of an existing product.  The clients, in this situation, are 

the dietitianõs employer as well as the public. 

 

Try to think broadly when interpreting the Professional Activity Area behavioural 

statements. 
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F i g u r e  2 :  S e l f - A s s e s s m e n t  P r o c e s s  
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
‡ For definitions of the rating scale, see Rating Scales of Key Indicators. 

 

 

Reflect on changes, challenges and barriers to 

quality practice. 

EXPERT Ā HIGHLY DEVELOPEDĀ REFINING Ā DEVELOPING Ā NOT APPLICABLEĀ 

Reflecting on your practice using the 

statements noted under the indicators 

At what level are you practicing? 

If yes, what changes could you make to 

improve your practice? 

Complete Evaluation of Professional Improvement 

Plan on your last yearõs goals. Do you need to carry 

over this goal to the next year? Is there more about 

this goal that you wish to learn? 

Based on all of the steps above, complete 

Professional Improvement Plan for the 

upcoming year 

Could your practice and/or clients benefit if you 

made improvements in any Professional Activity 

Area or challenges/barriers to quality practice? 
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PART 1B 

Starting in 2010, the College introduced self and peer assessment exercises.  The following section provides 
information on the exercises and how to use them.  The exercises can be used to reflect on your practice, self 
assess specific competencies, and as an option, seek feedback from your peers.  You can complete Part 1A 
or Part 1B of the SDL tool. 

BACKGROUND 

These Self and Peer
3
 Assessment Exercises are intended to help you become habitual in self-reflection and 

seeking external feedback. Doing them may assist you to formulate one or more professional improvement 
plan/s.  This is not a summative process and so being self-reflective and more able to seek feedback from 
others is as important as developing professional improvement plans.  Self-reflection helps us to understand 
the world in which we practice to improve future performance.

4
  The peer assessment is a more objective way 

to find out how we are doing and, although it is very important, we have suggested it as an option because 
RDs have responded that it may be too onerous. The step of developing one or more professional 
improvement plans puts into place a tangible way of improving performance. Professionals are expected to 
reflect, seek feedback and plan for improvement continuously as situations arise from moment to moment in 
their practice, and not just once a year. 

Please complete ONE exercise. Review all three exercises before deciding which one to complete. You may 
complete Part 1 A of the SDL Tool instead. Remember to focus on your provision of service to your clients, 
population of interest and patients. 
 

Click on the following link to review/download the Self Reflection and Peer Assessment Exercises. 

                                                 
3
 A Peer assessment is optional. A peer could be an RD or anyone you work closely who could answer the questions. 

4
 Eva and Regehr, ñIôll Never Play Professional Football and Other Fallacies of Self-Assessment,ò Journal of Continuing 

Education in the Health Professions, 28 (1):14-19, 2008.   

http://www.cdo.on.ca/en/pdf/Forms/Self-DirectedLearningTool/Self-Assessment-Exercises.PDF
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Part 2: Challenges & Barriers to Quality Practice 

 

 

 

This section promotes reflection on your practice by asking:  

 

1. Has your practice changed over the past year? If so, how? 

2. What challenges and barriers did you face in providing quality dietetic practice?  

3. What would you like your practice to be like in the future? 
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Part 3.  Evaluation of Professional Improvement Plan (EPIP)  

NOTE: If this is your first time completing an SDL Tool, you do not have to do this part since you will 
not have any learning plans from last year. 

 

 

 

 

 

 
 
It has been said that learning is an insight born of experience and used to solve problems in the future.  
Thinking back and analyzing outcomes often helps us move forward in the direction that we originally 
intended or helps us realize that we need to refocus our efforts.  Part 3 prompts you to analyze the outcome 
and impact of your learning by asking the questions about the Professional Improvement Plans you 
developed last year: 

 What did I expect to learn or to get out of this learning experience? 

 What did I actually learn? 

 Was there really a need for me to improve in this area? 

 Were the resources that I needed accessible, available, credible and understandable? 

 Were the resources that I used to learn effective (e.g., courses, conferences, discussions with peers, 
literature)?  Did they meet my style of learning? 

 How did I know when I achieved my goal? 

 How well do I think I achieved my goal? 

 How did I apply the learning, if at all? 

 What effect did the learning have on what I do on a daily basis in my practice? 

 What effect did the learning have on the way that I provide services to my clients? 

 How did the learning make me feel about myself and my abilities? 

 

Evaluation of a learning experience is often the forgotten step in the learning cycle. This 
analysis can be used to: 
assess whether further learning is necessary; or  
it may stimulate you to learn about something else.  
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Completing Your EPIP Forms 

1. Complete one evaluation form for EACH learning goal identified in last year’s SDL Tool (a 
minimum of two).  

2. The College has prepared a Professional Development Portfolio that members can use to 
document additional learning.  Download a copy from the College’s website at www.cdo.on.ca > 
Resources > Quality Assurance Resources.  

 

 

 

 

Part 4:  Professional Improvement Plan (PIP)  

A key feature of the SDL Tool is the Professional Improvement Plan (PIP).  It consists of: 
 Learning goals 
 Learning stimulus 
 Learning activities 
 Evidence 

Developing your PIP is much easier if you break it down into small, measurable parts. You can identify a 
short-term goal that can be completed in one year or a long-term goal such as completing a Certificate in 
Marketing, or a Public Relations Certificate. In the latter case, you could identify the specific courses you are 
taking in the coming year as the Professional Improvement Plan for that year. 

1. Identify a minimum of TWO learning goals based on Parts 1, 2 and 3.  

2. Complete one PIP for EACH learning goal. 

3. Keep all necessary documents for 5 years.  

 All members are required to keep records to verify participation in various learning activities 
including: copies of certificates, agendas, program descriptions, receipts, journal articles or 
references.   

 In addition, keep records to show how your learning was applied to your practice including: 
copies of presentations given, written recommendations made to an employer, copies of 
newly developed or revised educational materials, or plans for a new program.   

 These documents must be kept for 5 years from the date they were obtained, collected or 
developed (see the FAQs & Resources section of this Guide for further guidelines). The 
College has prepared a Professional Development Portfolio that members can use to 
document additional learning (see www.cdo.on.ca > Resources > Quality Assurance 
Resources).  

See the SDL Tool  FAQs & Resources section of this Guide for further information about 

retention of documents related to your learning goals and other useful tips on 

completing your EPIP.  

 

Now that you have taken the time to reflect on your practice through Parts 1, 2 and 3 of 
the SDL Tool, you are in a position to develop your Professional Improvement Plan for the 
coming year. Having your plans in place will provide you with a focus for new 

professional growth.  
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A. Special Considerations for Professional Improvement Plans 

 

 
 
 
 
 
 
 
 
 
Goals Affected By Changing Priorities  
During the past year, the goal you had identified for your last self-assessment review may have been affected 
by changing priorities in your work place: e.g. you became responsible for the development and management 
of a website or you took on the responsibility for developing a new feeding protocol for dysphagic patients in 
your facility. This responsibility resulted in new learning with significant impact on your practice. In this 
situation, you can replace one of your previously identified goals with this new learning. Document the 
learning that resulted from taking on this new responsibility, related resources/activities and the impact on 
your practice.   
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
Members Who Are Not Currently Working In Dietetic Practice 
If you are not currently working in the field of dietetics, complete the SDL Tool with the intent of maintaining 
your competence in each professional activity area. 

 
Members Who Are Returning To Dietetic Practice 
If you plan to return to dietetic practice after an absence of three years or more, you should focus your 
learning to ensure that your knowledge and skills are current and will support your practice. 

 

The College has developed useful resources to assist RDs in setting learning goals, 
including RDs in non-traditional roles.  See FAQs & Resources in this Guide for more 
useful information.

 “Reflecting on my practice, assessing my learning needs, and planning activities 

for the next year is time consuming.  But…it has made me aware of my 

accomplishments.  I did a lot more than I realized. I feel more in control. I am 

definitely more confident in myself.”  

 
Member, College of Dietitians of Ontario 

Definition for Dietetic Practice 
 
―Dietetic practice involves paid or unpaid activities for which members use food & nutrition-
specific knowledge, skills and judgment while engaging in:  

 the assessment of nutrition related to health status and conditions for individuals and 
populations;  

 the management and delivery of nutrition therapy to treat disease;  

 the management of food services systems;  

 building the capacity of individuals and populations to promote, maintain or restore health 
and prevent disease through nutrition and related means; and, 

 management, education or leadership that contributes to the enhancement and quality of 
dietetic and health services.‖  
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B. Tips for Writing a Clear Professional Improvement Plan   
 
Your PIP is like a ―road map‖ to help you get to where you want to be in your profession.  This ―road map‖ 
must include:  

 a clear destination (learning goal),  

 the actions you need to take to help you get there (learning activities), and  

 signs that show you have finally reached your destination (evidence or success indicators). 

 

THE LEARNING GOAL 

A learning goal is an action statement that describes what you intend to learn and is more likely to be 
achieved if it is written down.  A goal must be SMART: 

 

Be Specific 

Goals should contain a verb that describes:  

 an observable action; 

 a specific content or topic area; and 

 the behaviour to be changed (e.g. knowledge, understanding, skills, attitudes, values).  

The learning goal, ―To maintain competence in my area of practice‖, is too broad. How would an individual 
determine that the goal was achieved?  How would they assess their competence?  As competence involves 
the integration of knowledge, skills, attitudes, critical thinking, what aspect of competence is addressed?  
Lastly, given that an area of practice can be diverse and entail many competencies such as listening skills, 
computer skills, ability to manage projects or the ability to work in a team, what specific issue is the goal 
addressing? The clear learning goal described in the box below is SMART. 
 

 

 

 

 

Unclear Learning Goal 

To improve my ability to facilitate meetings. 

 

Clear Learning Goal 

Within the next 6 months, to improve my ability to facilitate meetings to ensure that 

meetings are kept to prescribed time period and action items are distributed within 

48 hours of the meeting. 

 

 

S pecific   M easurable   A chievable   R ealistic   T ime-framed (start and finish date) 
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Have Measurable Goals 

Goals should be measurable. When developing your goals, ask yourself:  

 What evidence will I use to show that I have achieved the goal?  

 What evidence will indicate that I have achieved the goal? 
 
The evidence is often referred to as a success indicator.  The evidence that you are a certified diabetes 
educator, for example, is witnessed by the fact that you have passed the Certified Diabetes Educator Exam 
(evidence of success). In a clear and measurable PIP, the evidence or success indicators correspond with the 
learning goal, i.e., the behaviour to be changed as shown in the table below. Simply select the appropriate 
evidence from the prescribed list in the PIP.  The example on the next page shows the difference between 
clear and unclear evidence.  

 

Type of Learning Goal   Appropriate Evidence/Success Indicators 

To change knowledge-base   Reports of the knowledge acquired, essays, oral presentations, 
audiovisual presentations, etc. 

To change understanding 

  

Action or research project with conclusions and 
recommendations, plans for program changes, plans for 
specific changes to practice, etc. 

To change skills   Performance exercises, video-taped performance with ratings 
by observers demonstrate improved ability/skill 

To change attitudes   Attitudinal rating scales, performance in real situations, role-
playing with feedback from participants or observers 

To change values   Value rating scales, simulation exercises with feedback from 
participants or observers, etc. 
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Example of Evidence (success indicator) 

Evaluation of Dietitian’s Group Facilitation Skills 

A dietitian’s group facilitation skills (active listening, paraphrase, question, synthesize, manage digression and 
handle conflict) are being evaluated by her peers through direct observation.  In this situation, she may 
develop a survey for the evaluation.  A summary of the survey results could then be used to indicate 
improvements in her ability to facilitate group meetings.   

 

 

 

 

 

 

 

 

Unclear Evidence 

 I will be able to answer my clientsõ questions. 

 My competence will be maintained as I will be knowledgeable of the latest 

developments in my area of practice. 

Clear Evidence 

 An evaluation of my group facilitation skills by an external peer and by all group 

members before and after completion of my learning activities will demonstrate an 

improved ability: 

o To handle conflict within the group 

o To remain impartial and neutral 

o To question group members 

o To listen actively 

o To manage digression 

o To give and receive feedback 

o To paraphrase the groupõs points of discussion 

o To synthesize the groupõs concepts 

 An evaluation by group members prior to and following completion of my learning 

activities will demonstrate an improved ability of the group to identify and solve 

problems and make decisions. 
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Achievable, Realistic Learning Activities 

In your SDL Tool, simply select the appropriate learning activities from the list provided. Make sure that the 
learning activity you choose corresponds to the type of behaviour that you are trying to change. Keep the 
following points in mind: 

 Consider how you will learn.   

 Choose accessible resources; both material (conferences, literature) and human (peers).  

 Make sure that the goal is related to the topic area.   

 Respect your own learning style. For some, self-study is best, while others prefer learning by attending 
courses or attending conferences.  All methods of learning are valid.  

 

Type of Learning Goal  Appropriate learning activities 

To change knowledge-base  Reading, attending a lecture, conference or 
symposium or engaging in literature-based 
discussions 

To change skill   Participation in practice exercises, role-playing, 
training, coaching, mentoring or simulation cases 

 
 

 

 

 

 

 

 

 

 

 

 

 

 
Create Clear Time-frames  

Setting time-frames for reaching your goals is a key to success. Make sure your time-frame is clear. Specific  
beginning and end dates structure your plans and give momentum. End dates lend a sense of urgency to 
projects that can drive you forward. Specific time frames also help you monitor your progress.  

 
 

Remember to fit this process to your needs. This is your tool.  Enjoy! 

Unclear Learning Activities  

1. I will read a journal article related to my area of practice. 

2. I will attend two conferences this year, if possible. 

3. I will discuss practice issues with my peers as issues arise 

Clear Learning Activities 

1. I will contact my peers and educational facilities regarding the availability of 

courses and resources. 

2. I will investigate resources at the library and on the Internet. 

3. I will pursue pertinent courses and resources. 

4. I will identify and implement changes that I should make when facilitating 

meetings with my fellow dietitians. 
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C.  Sample Professional Improvement Plans 

 
The next pages show examples of fictitious PIPs for a variety of situations.  
 

PIP Sample I. I am planning to take a dietetic intern for a rotation. How can I formulate a 

Professional Improvement Plan for this?  

PIP Sample II. I have to complete the College’s mandatory Jurisprudence Knowledge & Assessment 

Tool (JKAT). Can this be used as one of my PIPs? 

PIP Sample III. As a Food Service Manager, I have been asked to be a member of the hospital 

accreditation team in order to provide information about food service. This project will 

take up all of the time I have for continuing education this year. How can I use this 

project as a PIP? 

PIP Sample IV. I have agreed to write an article for a newsletter/peer review journal/internet journal. 

How can I use this learning as one of my PIPs? 

PIP Sample V. I have just been elected to represent my district on CDO's Council. Is there 

something I can use from this work on my SDL Tool? 
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PIP SAMPLE I 

I am planning to take a dietetic intern for a rotation. How can I formulate a Professional Improvement 
Plan for this? 
 
This is a wonderful opportunity to improve your own mentoring skills while at the same time offering your 
knowledge, experience and expertise to someone who is just starting in the profession. It is also an 
opportunity for you to gain dietetic knowledge from a recent graduate. The improvement of your mentoring 
skills would be very appropriate as a goal in your SDL Tool. 

 
A LEARNING GOAL 

Write your goal in your own words, making sure it is SMART. 
To improve my mentoring skills in order to support the education and training of future members of the 
profession. 
 
B LEARNING STIMULUS 

Consider what triggered your setting this learning goal and which of the four Professional Activity Areas 
it applies to. In this instance, the goal relates to: 
√  and was triggered 
from: 
√  
√  Other (please specify): Request to mentor a dietetic intern 
 
C LEARNING ACTIVITIES 

Identify how you will learn from the prescribed list: 
√ from an expert, discussion 
groups, journal clubs, medical rounds) (e.g., speak to other colleagues who 
routinely mentor Dietetic Interns) 
√ articles, journals, texts, review of physical resources, 
planned literature searches, internet searches, practice guidelines, etc) on the subject 
of mentoring 
√ -on experience such as volunteering, training, etc. Actually trying out 
mentoring strategies and seeing how they work 
√  
 
D EVIDENCE 

Since you need to consider what the indicators of success will be, choose what evidence 
you will use to show that you achieved your goal. 
√  
√ formation with others (formally through a presentation or informally through 
discussion groups, making recommendations to…) 
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PIP SAMPLE 2 

I have to complete the College’s mandatory Jurisprudence Knowledge & Assessment Tool (JKAT). Can 
this be used as one of my PIPs? 
 
JKAT is a mandatory component of the QA program designed to build your knowledge of how jurisprudence 
applies to your practice. It requires reading, learning and, if desired, networking with other 
RDs. As such, you can use the JKAT as a learning goal on your SDL Tool. Here is how! 
 
A LEARNING GOAL 

Write your goal in your own words, making sure it is SMART. 
To improve my knowledge about, and application of, the laws, standards, and guidelines 
that affect the profession of dietetics. 
 
B LEARNING STIMULUS 

Consider what triggered your setting this learning goal and which of the four Professional Activity Areas 
it applies to. In this instance, the goal relates to: 
√ and was triggered from: 
√ Mandatory/professional obligations 
 
C LEARNING ACTIVITIES 

Identify how you will learn from the prescribed list: 
√  study or study groups 
√ from an expert, discussion groups, 
journal clubs, medical rounds) 
√  literature 
searches, internet searches, practice guidelines, etc) 
√  
 
D EVIDENCE 

Since you need to consider what the indicators of success will be, choose what evidence you will use to 
show that you achieved your goal. 
√Other, please specify: successful completion of the JKAT 
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PIP SAMPLE 3 

As a Food Service Manager, I have been asked to be a member of the hospital accreditation team in 
order to provide information about food service. This project will take up all of the time I have for 
continuing education this year. How can I use this project as a PIP? 
 

A LEARNING GOAL 

Write your goal in your own words, making sure it is SMART. 
To learn and contribute to the hospital food accreditation process with respect to food service 
standards. 
 
B LEARNING STIMULUS 

Consider what triggered your setting this learning goal and which of the four Professional 
Activity Areas it applies to. In this instance, the goal relates to: 
√ countability 

and was triggered from: 
√ New duties added to my position 
 
C LEARNING ACTIVITIES 

Identify how you will learn from the prescribed list: 
√  
√ colleagues regardless of the medium (seeking advice from an expert, discussion groups, 
journal clubs, medical rounds) 
√

searches, internet searches, practice guidelines, etc) 
√  
 
D EVIDENCE 

Since you need to consider what the indicators of success will be, choose what evidence you will use to 
show that you achieved your goal. 
√  
√ hat directly affect the client/customer (e.g., develop a program, revise an 
educational pamphlet, conduct a survey related to quality of service, being able to…, etc) 
√ rocedure, write a report, 
article, keep notes or a journal of, having a set of documents that demonstrate research, to demonstrate a 
new skill…) 
√

making recommendations to…) 
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PIP SAMPLE 4 

I have agreed to write an article for a newsletter/peer review journal/internet journal. How can I use this 
learning as one of my PIPs? 
 
A LEARNING GOAL 

Write your goal in your own words, making sure it is SMART. 
To improve skills in writing on (a specific topic) for a professional publication. 
 
B LEARNING STIMULUS 

Consider what triggered your setting this learning goal and which of the four Professional 
Activity Areas it applies to. In this instance, the goal relates to: 
√  

and was triggered from: 
√  
√  
 
C LEARNING ACTIVITIES 

Identify how you will learn from the prescribed list: 
√

workshops, conferences, lectures, seminars, conventions, inservices) 
√ expert, discussion groups, 
journal clubs, medical rounds) 
√

searches, internet searches, practice guidelines, etc) 
√ eview/pilot/evaluation 
√ -on experience such as volunteering, training, etc 
√  
 
D EVIDENCE 

Since you need to consider what the indicators of success will be, choose what evidence you will use to 
show that you achieved your goal. 
√Other, please specify: The article written for a professional publication. 
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PIP SAMPLE 5 

I have just been elected to represent my district on CDO's Council. Is there something I can use from 
this work on my SDL Tool? 
 
Serving on an organization's board of directors or on Council and Committees, such as that of the College, 
requires the development of many different kinds of skills and knowledge. There are a myriad of areas from 
which you can identify learning goals on your SDL Tool. For example: leadership; governance; strategic 
planning; networking; presentation and communication skills. 
 
A LEARNING GOAL 

Write your goal in your own words, making sure it is SMART. 
Improve my ability to influence decision-making while serving on CDO's Council so that I can become an 
effective leader in the regulation of the profession. 
 
B LEARNING STIMULUS 

Consider what triggered your setting this learning goal and which of the four Professional 
Activity Areas it applies to. In this instance, the goal relates to: 
√ rofessional Activity Area 3: Lifelong Learning and Professional Development 
√  

and was triggered from: 
Elected onto CDO's Council 

 
C LEARNING ACTIVITIES 

Identify how you will learn from the prescribed list: 
√  
√

journal clubs, medical rounds) 
√ -on experience such as volunteering, training, etc 
√  
 
D EVIDENCE 

Since you need to consider what the indicators of success will be, choose what evidence you will use to 
show that you achieved your goal. 
√ erson for… 
√ As a CDO Council Member, contributed to the development of 
policies/guidelines/standards regarding professional practice... 
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FAQs 

Application & Completion of the SDL Tool 
 
I. Does the SDL Tool apply to members working in all work settings? 

 
The SDL tool can apply to all members, regardless of their area of practice or work setting for the following 
reasons:  
 

1. The SDL Tool is based on the Professional Standards for Dietitians in Canada. These standards are 
based on professional characteristics which are broad-based and apply to all practice areas and work 
settings. 
 

2. For Part 1:Self-Assessment, you are asked to reflect on your competence, practice and clients. The 
Quality Assurance Committee has adopted a broad definition of a client being: 

 
―...an individual, family and/or substitute decision-maker, group, agency, employer, employee, 
organization, or community who is a potential or actual recipient of the dietitian’s expertise. 
The client is unique and diverse in needs, culture, motivations, resources, religion, and 
perception of wellness‖.  
 
Or, more succinctly, ―client‖ may include an individual, community, population, employees, 
employer who is the recipient of your services, regardless of practice setting. 
 
This definition allows for the term ―client‖ to be applied to all practice areas and work settings. 
Think broadly when reading and interpreting the key indicators and behavioural statements. 

 
3. Competence is the integration of knowledge, critical thinking, judgement, personal attitudes, skills, 

values, beliefs and ethical behaviour. The Tool helps you to identify areas of competence that are 
needed in your current position that may need to be developed, maintained or improved. These areas 
may not be directly related to dietetics but may be generalizable or applicable to dietetics in the 
future. For example, your decision-making or critical thinking skills used in your current non-dietetic 
job may be needed by you to secure a job in dietetics later. 

 
4. The SDL Tool will help you to develop a strategic plan for improving upon the following areas: 

- Core competencies that need to be maintained. 

- Knowledge and skills which may be specific to your clients and work setting. 

- Knowledge and skills which are transferable and nonspecific to dietetic practice. 

- Professional characteristics which form the basis for the Professional Standards. 

- Practices that comply with the Standards of Practice. 
 
Remember that the SDL Tool is your Tool! You may want to add or personalize the behavioural statements to 
better assist you in reflecting on practice. It is this process of reflection that is most important!  
  
The College published an article in résumé, summer 2006, which may be helpful: Completing the SDL Tool 
for RDs in Atypical Situations 

 
II. I am about to go on maternity leave. How should I complete the SDL Tool? 
Even though you will not be working for a time period, in the interest of professional excellence and quality 
service to the public, it is necessary that you keep your knowledge and skills current in the area in which you 
practice or intend to practice upon returning to the workforce. You can complete the SDL Tool in one of the 
following ways:  
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1. If you plan to return to your last place of employment, consider the areas of competence that you 
would want to upgrade or develop for your return. Consider recent developments or controversies in 
this area of employment. If you are able to, you can do this by attending practice groups, RD 
meetings, reading the literature, taking a correspondence course, or using the internet to access and 
review information.  

2. If you plan to enter a new or different area of practice, consider what areas of competence you will 
need. Think about whether you will need to develop new knowledge and skills or upgrade your 
current ones. Are you aware of the nutrition and nutrition-related issues in this area of practice? 
Consider meeting with a dietitian who works in this field. Investigate any practice groups or networks 
for this area of practice or use some of the methods suggested in point 1 above.  

 
The College recognizes that a new baby increases the demands on a member's time. Keep in mind when 
completing your SDL Tool to set achievable and practical goals. It is also important to remember that learning 
can be achieved in many ways! Be creative! 
 
III. I am no longer working in a dietetics or nutrition-related field but wish to maintain my 

membership with the College. How should I complete the SDL Tool? 
If you are not working in dietetics at present, complete the SDL Tool by considering core competencies in 
food and nutrition that all dietitians should maintain regardless of employment. For example, maintaining 
professional practice and communication competencies. You could also focus on assessment, planning, 
implementation, and evaluation competencies in a general sense versus as they pertain to clinical, 
administration, or any other area of dietetics. Also, think about your competence in those areas that may not 
be profession-specific, such as presentation skills, computer skills, time management, behaviour modification, 
coaching, mentoring, and facilitation skills. 
 
If you are planning on returning to a dietetic or nutrition field, consider the knowledge and skills you will need 
and set professional goals that will help you provide safe, ethical and competent dietetic services upon your 
return. 
 

IV.  How should I complete the SDL Tool if I am currently unemployed? 
Complete the Tool in one of the following ways:  

1. If you plan to return to your last area of practice, consider the competencies that you need to upgrade 
or develop for re-entry as well as recent developments or controversies affecting this area of 
employment. Refer to the previous question on maternity leave for suggestions.  

2. If you plan to enter a new area of practice, consider what areas of competence that you will need for 
it. Think about whether you will need to develop new knowledge and skills or upgrade your current 
knowledge and skills. Are you aware of the nutrition and nutrition-related issues in this new area of 
practice? Speaking to a dietitian with experience in this area may help you identify the key 
competencies that are needed to practice effectively. Refer to the previous question on maternity 
leave for suggestions.  

3. If you are uncertain about whether you will be returning to practice or returning to a different area of 
practice, consider identifying learning goals that help maintain or improve core competencies. Refer 
to the question about no longer working in dietetics for suggestions.  

 

 Goals 
 

I. The goals identified in my last year's SDL Tool are no longer relevant to my current practice. 
What should I do? 

Competence is ever-changing and may be linked to a particular role or position. For example, it is likely that 
some of the knowledge, skills, attitudes and values needed to practice will change when you change your 
area of practice. As a result, your learning goals may be different. If the goals identified in your last SDL Tool 
are no longer relevant, you could do the following when completing your next SDL Tool:  

1. In Evaluation of Professional Improvement Plan (EPIP), indicate that your last year's goal is no longer 
relevant and may or may not be pursued in the future;  
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2. Describe an alternative goal you achieved instead of the original goal or one that you are actively 
pursuing. Complete the rest of the EPIP, evaluating this alternative goal.  

  
 
II. Last year, I identified three learning goals, two of which I was able to achieve but one of which I 

am currently pursuing. With this year’s SDL Tool, can I carry over my uncompleted goal from 
last year and simply identify one new goal? 

The simple answer is yes, you can carry forward a goal that you did not complete from last year to a maximum of 
two years. The Professional Improvement Plan form has the option for you to do this. However, if you are 
finding that you are not completing one of your learning goals within a year’s time, it might be that your goal is 
too broad. For example, a goal that a member may still be working on is as follows: 
 
 ―To improve my communication skills.‖ 
 
This is a broad area that can be made more specific. The next year’s goal could be one of the following:  
 

―To improve my communication skills in being able to use appropriate strategies for writing 
newspaper and magazine articles about general nutrition issues in a manner that the lay public can 
understand.‖ 

 
―To improve my communication skills in order to be more culturally sensitive in my interaction with 
patients.‖ 
 
―To improve my communication skills in order to become more assertive, particularly when dealing 
with angry colleagues or employees.‖ 

 
Although the above three examples all deal with communication skills, their specificity differs and the goals 
can be used as three separate goals. Also, the specificity of the goal could make it more achievable within a 
year’s time.  
 

Evaluation of Professional Improvement Plan 
 
I. I am a new member of the College. Do I need to complete Part 3: Evaluation of Professional 

Improvement Plan? 
Since you are new to the College, you will not have any Professional Improvement Plans from last year. 
Consequently, you do not need to complete Part 3 until the next year. 
 
  
II. In the Evaluation of Professional Improvement Plan form, what is meant by “to what extent has 

your learning affected your professional growth?” 
Learning can help you to enhance or maintain different aspects of your competence. For example, a particular 
learning experience may enable you to perform a new skill such as mentoring or coaching dietetic interns or it 
may assist you to upgrade your knowledge of sports nutrition. 
 
In the Evaluation of Professional Improvement Plan form, you are asked to reflect on how learning has 
enabled you to grow professionally, i.e, what aspects of your competence do you think have been affected by 
this particular learning experience. Remember that competence is more than knowledge and skills related to 
dietetics. It involves the interaction and integration of knowledge, critical thinking, judgement, attitudes, skills, 
values and beliefs. 
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III. In the Evaluation of Professional Improvement Plan form, what is meant by “To what extent have 
you applied your learning?” 

You are asked to select one of the four options when responding: 
 

1. No immediate application - you have not and do not plan to make any changes to the way that you 
practice or interact with clients. In this case, the learning may have been important to reinforce that 
your practice does not need to change in this particular area at this time. 

 
2. No immediate application but may be applied in the future - Learning was important and significant 

but may not immediately impact your practice. You may use the learning in a future role or to pursue 
an area of interest. For example, Jean gained new skills in facilitating focus groups. However, she 
has since become unemployed. She has always wanted to start her own business and feels that this 
new skill may assist her in securing future contracts where she may be asked to facilitate a focus 
group. 

 
3. Immediate application in the ―usual‖ job. - You may eliminate an old method and replace it with a new 

one that is found to be more effective or efficacious. The change does not need to be a major one. 
You may change the way you interact with clients, you communicate with others or the way you feel 
or view something. 

 
4. Immediate application ―beyond‖ the usual job - You may initiate a new personal project, establish a 

journal club or write an article for submission at a local newspaper. These applications may not have 
an immediate effect on your clients but will broaden your experience. 

 

Administration 
 
I. What records do I need to keep for the Quality Assurance program? 

Members are required to keep and retain complete and accurate records with respect to self-assessment, 
professional improvement and development, and professional practice surveys, and must submit these to the 
Quality Assurance Committee upon request. Please refer to Policy No. 1-60: Guidelines for the Retention of 
Documentation Related to the Quality Assurance Program for more details (www.cdo.on.ca Member > QA 
Resources).  
 
Your documentation can be kept in a professional portfolio, which may be a binder, an accordion-type file 
folder, or individual files. The College has prepared a new Professional Development Portfolio that you can 
use to facilitate keeping all of these records The Professional Development Portfolio can be found in  
Resources > Quality Assurance Resources. 
 

II. How is the information I provide in my SDL Tool used? 
The SDL Tool is designed to help you reflect on your area of practice, set new learning goals, and evaluate 
prior learning goals. The College uses the information to create an aggregate profile of certain aspects of 
dietetic practice, to identify common learning goals among members and to detect trends or changes in the 
profile of the profession. This aggregate information is communicated to members as well as organizations 
involved in developing educational programs for professionals. Information from individual member’s SDL 
Tools is not used for any other purpose. 
 
 
III. Are members suspended as a result of non-payment of registration renewal fees still required to 

complete an SDL Tool? 
A member with a Certificate of Registration that has been suspended due to nonpayment of renewal fees is 
not required to submit an SDL Tool until they submit their renewal and late penalty fee to the College. A 
completed SDL Tool must be submitted to the College immediately upon payment of these fees as a 
condition of lifting the suspension. 
 

http://www.cdo.on.ca/
javascript:openWindow('../../pdf/Forms/Self-DirectedLearningTool/Professional%20Development%20Forms.doc',650,400,50,50,50,50);
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IV. What happens with late SDL Tool submissions? 
A member who does not submit their completed SDL Tool postmarked by October 15th will be charged a $70 
administration fee.   
 
By October 31 any member who has not submitted an SDL Tool will be referred to the QA Committee.  For 
further details please refer to Summer 2011 résumé article.   
 
V. How do I request an Extension in submitting my SDL Tool ? 
Written requests for extensions in submitting an SDL Tool are considered by the Quality Assurance 
Committee for extenuating circumstances such as maternity, personal hardship, current hospitalization, 
illness or bereavement, employment outside of Ontario, or sabbatical. The request should be received prior to 
the annual submission deadline (October 15th each year) and should include:  

 Your name and registration number; and  
 Any general information/reasons that may be pertinent and supportive of the request and would assist 

the Committee in making a decision.  
 An indication of the amount of time being requested;  

The request may include:  
 A medical certificate, notes or letters;  
 Other supporting documentation.  

 
All requests for extensions are reviewed by the Quality Assurance Committee and/or College Staff and 
granted based on individual extenuating circumstances. Requests for exemptions are not considered.  
 

Resources 

 
CDO website:  

 www.cdo.on.ca > Members > Quality Assurance Program > Self-Assessment 
 www.cdo.on.ca > Resources > Quality Assurance Resources 

 
 
résumé articles: 

 "Resources to Help You Complete the SDL Tool" résumé Summer 2009  
 "A Few Tips for Completing Your 2008 SDL Tool" résumé Summer 2008  
 "Tips for Setting SDL Tool Learning Goals" résumé Summer 2007 
 "Completing the SDL Tool for RDs in Atypical Situations‖ résumé Summer 2006, is a great 

resource for members who are not practising in dietetics, do not have clients, are unemployed, or 
are in a degree program. 

Quality Assurance Aggregate reports that provide information on members’ responses to the SDL Tool.  
 Self-Directed Learning Tool – 2006-2008 résumé Spring 2009  

 

http://www.cdo.on.ca/
http://www.cdo.on.ca/
http://www.cdo.on.ca/en/pdf/Publications/resume/resumesummer09-Eng.pdf
http://www.cdo.on.ca/en/pdf/Publications/resume/resumesummer08-Eng.pdf
http://www.cdo.on.ca/en/pdf/Publications/resume/resumesummer07-Eng.pdf
javascript:openWindow('%3c%25=%20xpath%20%25%3epdf/publications/resume/resumesummer06-Eng.pdf?printVersion=no',600,400,50,50,50,50);
http://www.cdo.on.ca/en/pdf/publications/resume/resumeSpring09-Eng.pdf

