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Top Tips for completing your KSA

Guidance is available on the BABCP website to help you complete the KSA. This can be found here: BABCP guidance for KSA. In addition, we have identified some top tips to clarify areas that are often raised during marking:
Overview
The KSA (Knowledge, Skills, and Attitudes) portfolio is an alternative route into CBT training.
It allows applicants without a core profession to demonstrate that they possess the equivalent knowledge, skills, attitudes, and experience required to begin postgraduate CBT training. Completing the KSA is therefore a substantial piece of work, and applicants should allow sufficient time to complete it thoroughly.

General Guidance
· Use clear subheadings to identify your illustrative examples.
· Each criterion should be a maximum of 1,200 words.
· Your KSA may be returned if you exceed this word count.
· While some criteria may be shorter or longer than others, do not exceed the 1,200-word limit.
· Review the BABCP guidelines carefully.
· Where ‘training courses’ are accepted as evidence for a criterion, check the guidance for the expected number of training days.
· For example, some criteria specify that “this should equate to at least 3 full days of training.”
References and Counter-Signed Self-Statements
· These must be signed by someone in a position of seniority, such as a supervisor or line manager.
· For a full KSA, you must include a minimum of four different referees.
· For a condensed KSA, each referee should provide no more than three references or counter-signed self-statements.
· Typed signatures are not accepted—please ensure all signatures are handwritten.
· You may use either the CWI-provided templates or the BABCP templates for references and self-statements; both are acceptable.
Supporting Evidence
· A degree certificate alone does not constitute adequate evidence of course content. You must also provide a transcript listing the modules studied and their content.

Suggested Structure for Meeting Criteria
When evidencing other criteria, you may find it useful to follow this structure:
1. What knowledge have you acquired?
(e.g., briefly describe the theoretical background of a model in 2–3 sentences)
2. Where/how you acquired this knowledge
(e.g., university module, workshop, or training - check that it meets the relevant criteria)
3. Example of clinical application
(include a brief reflection on what you learned)


Criterion-Specific Guidance
Criterion 1 – Knowledge Across the Lifespan
· Must include evidence of experience or knowledge across all life stages (e.g., childhood, adolescence, adulthood, and older adulthood).
Criterion 4 – Models of Therapy
· You must demonstrate an understanding of:
· Key principles,
· Historical context, and
· Implications for intervention
of at least four different theoretical models.
· Third-wave CBT approaches (e.g., ACT, CFT, Mindfulness) are considered part of CBT.
However, substantial training and clinical experience in a CBT-related approach may be accepted as a separate therapeutic modality for this criterion.
· Examples of therapeutic modalities include (not exhaustive):
· Cognitive Behavioural
· Humanistic or Person-Centred, Play Therapy
· Psychodynamic
· Pharmacological or Medical Model
· Genetic
· Systemic and Family Therapy
Criterion 8 – Safeguarding
· Applicants must demonstrate completion of Safeguarding Level 3 training (or equivalent).
Criterion 14 – Clinical Experience Record
· This section should be written in essay format, not bullet points.
· It should demonstrate how your work experience has developed your clinical skills and how this is relevant to your role as a CBT therapist.

How to complete and submit your portfolio

1) Your Self-Statements and completing this template

Write your KSA criterions using the BABCP guidance, which can be found here:
https://babcp.com/core-professions/knowledge-skills-attitudes/ 

Depending on your professional background, you may be eligible for a “condensed” portfolio, meaning you need to complete fewer criterions. The guidance for this can be found here:
https://babcp.com/professions-eligible-for-condensed-ksa-portfolios/ 

All relevant self-statements need to be completed within this document, alongside with
· the front sheet
· the criterion checklist 
· the document list (referring to clearly labelled evidence)


2) References & Evidence of Countersignatures

Ensure you gather the relevant references. Some KSA criterions require a full reference, for others, only a countersigned self-statement is needed, others do not require a reference at all. This is outlined in the BABCP guidance, and you can also refer to the criterion checklist below. Please make sure that we can verify your referees – either by an electronic or handwritten signature or an email evidencing that they have written a reference for you. 

Even if you are submitting a counter-signed self-statement, you should still copy and paste the information from your self-statement into this template.

3) Additional evidence
Gather the evidence you need. This may include degree certificates, training courses or similar – the BABCP guidance details examples of what can be used, as well as the evidence that is required for a condensed KSA

Make sure you have included all evidence required in the document list within this template and named them using the instructions in the document list section

4) Submit your KSA to the University of Reading Secure Portal
If you are invited to interview, you will be sent a link to upload your KSA to our secure portal. When you to the portal, you will see there are different folders as shown below:

[image: An image of a twenty document folders arranged in a grid format as they would appear in an online portal. Two are highlighted to show the reader examples of where they would upload documents. ]

· Please submit this completed document and any evidence that shows that you are eligible for condensed (if applicable) to the folder containing the name template_checklists_evidence_of_core_profession. These have been circled in green above. Please upload to S1 if you are applying to a course starting in September or S2 if starting in February/March.
· Please submit any evidence to the corresponding criteria number. If you are using your evidence for more than one criterion, please upload it to the first criterion it corresponds to. You do not need to upload your documents more than once.
· Your document will take a few minutes to upload and will then disappear from the file list, therefore please ensure it is named correctly before uploading. Please don't worry about not being able to see it anymore, you will receive a receipt via email to confirm the upload. 



Front sheet
	Name of candidate
	



	Applicant Signature 
By checking this box you confirm that the information you have given in your KSA and supporting documents is true 
	​​☐​ 



	From the BABCP list of condensed KSA portfolio requirements, please state your professional background, and which KSA criteria you are required to submit. 

https://babcp.com/professions-eligible-for-condensed-ksa-portfolios/ 

	Profession
	KSA criteria to be assessed



	Please detail below what evidence has been provided to show you are eligible for a condensed KSA. 

	





☐N/A – not eligible for condensed





Criterion checklist
Please remember that each self-statement must include at least two illustrative examples of specific occasions where you have demonstrated the knowledge, skill, or attitude in question.
	Criterion Category
	Criterion Item
	Evidence required

	Knowledge
	1 - Life Stages and Human Development

Criterion included: 
☐ Yes ☐ No ☐ N/A
	
☐ Self-statement 
plus
☐  Training course/s
or
☐  Reference/counter-signed self-statement


	
	2 - Health and Social Care Approaches

Criterion included: 
☐ Yes ☐  No ☐ N/A
	
☐ Self-statement 
plus
☐   Training course/s
or
☐  Reference/counter-signed self-statement


	
	3 - Psychopathology/Diagnostic Skills

Criterion included: 
☐ Yes ☐ No ☐ N/A
	
☐  Self-statement 
plus
☐   Training course/s (minimum of 3 full days)
or
☐  Reference/counter-signed self-statement


	
	4 - Models of Therapy

Criterion included: 
☐ Yes ☐ No 
	
☐ Self-statement 
plus
☐  Training course/s (minimum of 3 full days)
or
☐  Reference/counter-signed self-statement

	Skills

	


5 – Competency in Key Relationship Skills

Criterion included: 
☐ Yes ☐ No ☐ N/A
	

☐ Self-statement 
plus
☐  Reference/counter-signed self-statement




	
	


6 – Maintain and Manage Records

Criterion included: 
☐ Yes ☐ No ☐ N/A
	

☐ Self-statement 
plus
☐  Reference/counter-signed self-statement




	
	


7 – Communication with Services and Colleagues

Criterion included: 
☐ Yes ☐ No ☐  N/A
	
☐ Self-statement 
plus
☐ Reference/counter-signed self-statement



	
	




8 – Awareness of Risk

Criterion included: 
☐ Yes ☐ No ☐ N/A
	
☐  Self-statement 
plus
☐   Training course/s (minimum of 3 full days)
plus
☐  Reference/counter-signed self-statement


	
	


9 – Comprehension of Research

Criterion included: 
☐ Yes ☐ No ☐ N/A
	☐   Self-statement 
plus
☐  Training course/s (minimum of 3 full days)
plus
☐  Reference/counter-signed self-statement


	
	




10 – Commitment to Ethical Principles

Criterion included: 
☐ Yes ☐ No ☐ N/A
	
☐ Self-statement 
plus
☐   Training course/s (minimum of 3 full days)
plus
☐  Reference/counter-signed self-statement



	
Attitudes

	

11 – Fitness to Practice and Suitable and Personal Levels

Criterion included: 
☐ Yes ☐ No ☐ N/A
	
☐  Self-statement 
plus
☐  Reference (provided by a referee, not countersigned self-statement)


	
	


12 – Self-Evaluation and Reflection

Criterion included: 
☐ Yes ☐ No ☐ N/A

	
☐  Self-statement 
plus
☐ Reference (provided by a referee, not countersigned self-statement)


	
	


13 – Has an Enquiring Mind and Receptive to Scientist-Practitioner Approach

Criterion included: 
☐ Yes ☐ No ☐  N/A

	
☐  Self-statement 
plus
☐  Reference (provided by a referee, not countersigned self-statement)


	
	
14 – Clinical Experience Record

Criterion included: 
☐ Yes ☐ No


	



Document List
This table lists the supporting documents that you are submitting which provide evidence to support each of your self-statements. This list should also include any references or counter signed self-statements.
Please note that criterion 11-13 must be supported by a separate reference in addition to your self-statement. 
Each reference or counter signed self-statement can only be used for one criterion; you can use this table to show which reference applies to which self-statement. an example has been provided. 
In contrast, you may use evidence across criterions, an example of which has been shown below. If you have used evidence across criterions, please only upload this to the portal once. Please upload it to the earliest criterion to which is corresponds. For the example below, you would submit to the criterion 1 folder.
Please remember that a certificate of attendance alone is insufficient evidence of the content of a training course. For instance, for degree or postgraduate certificates you will also need your module transcript, which is typically provided by the university with your certificate. 
Please ensure your file name follows this format:
Last name_First Initial_Module_Programme_Cohort_Description
Module: The module code should be PYMFUN for adult KSA and PYMBSC for CYP KSA               
Programme: HI for adult KSA and CBT for CYP KSA                  
Cohort: S1 for September start programme and S2 for February start programmes                     
Description: brief description of the criteria submission (e.g. undergraduatecertificate). Please ensure that this matches the document name below.                       
✔  Select the correct Module Code and criteria folder from the submission link.                                          
✔  Upload your correctly titled file.  


	Document Name
As named on the Portal
	Criterion Number

	Example: 
1. Undergraduate certificate
	1, 3, 4

	Example:
2. Counter signed self-statement for criterion 8
	8

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	





Self-statements
Criterion 1: Knowledge: Life Stages and Human Development
	Knowledge 

	1
	Life Stages and Human Development

	Candidate self-statement attesting to criterion

	





	Evidence Uploaded to Portal 

	









	
Knowledge 

	2
	Health and Social Care approaches

	Candidate self-statement attesting to criterion

	





	Evidence Uploaded to Portal

	






Criterion 2: Knowledge: Health and Social Care Approaches


Criterion 3: Knowledge: Psychopathology/Diagnostic Skills
	Knowledge 

	3
	Psychopathology/Diagnostic Skills

	Candidate self-statement attesting to criterion

	





	Evidence Uploaded to Portal

	









Criterion 4: Knowledge: Models of Therapy
	Knowledge 

	4
	Models of Therapy

	Candidate self-statement attesting to criterion

	





	Evidence Uploaded to Portal

	









Criterion 5: Skills: Competency in key relationship skills
	Skills

	5
	Competency in key relationship skills

	Candidate self-statement attesting to criterion

	





	Evidence Uploaded to Portal

	









Criterion 6: Skills: Maintain and manage records and reports
	
Skills

	6
	Maintain and manage records and reports

	Candidate self-statement attesting to criterion

	





	Evidence Uploaded to Portal

	









Criterion 7: Skills: Communication with Services and Colleagues
	Skills

	7
	Communication with Services and Colleagues

	Candidate self-statement attesting to criterion

	





	Evidence Uploaded to Portal

	









Criterion 8: Skills: Awareness of Risk
	Skills

	8
	Awareness of Risk

	Candidate self-statement attesting to criterion

	





	Evidence Uploaded to Portal

	









Criterion 9: Skills: Comprehension of Research
	Skills

	9
	Comprehension of Research

	Candidate self-statement attesting to criterion

	





	Evidence Uploaded to Portal

	









Criterion 10: Skills: Commitment to Ethical Principles
	Skills

	10
	Commitment to Ethical Principles

	Candidate self-statement attesting to criterion

	





	Evidence Uploaded to Portal

	










Criterion 11: Attitudes: Fitness to practice and suitable at personal level
	Attitudes

	11
	Fitness to practice and suitable at personal level

	Candidate self-statement attesting to criterion

	





	Evidence Uploaded to Portal

	









Criterion 12: Attitudes: Self Evaluation and Reflection
	Attitudes

	12
	Self Evaluation and reflection 

	Candidate self-statement attesting to criterion

	





	Evidence Uploaded to Portal

	









Criterion 13: Attitudes: Has an Enquiring Mind & Receptive to Scientist-Practitioner Approach
	Attitudes

	13
	Has an Enquiring Mind & Receptive to Scientist Practitioner Approach

	Candidate self-statement attesting to criterion

	





	Evidence Uploaded to Portal

	









Criterion 14: Attitudes: Clinical Experience Record
	Attitudes

	14
	Clinical Experience Record

	Candidate self-statement attesting to criterion

	





	Evidence Uploaded to Portal
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A, Important Information

Clinical recordings must only be submitted via this secure SharePoint portal in line with NHS data-sharing agreements.

Please allow up to 5 minutes after uploading for your submission to register.
You will receive a confirmation email once your file has been successfully uploaded
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