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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/Accreditation/Provisional-Accreditation/Knowledge-Skills-and-Attitudes/KSA-Guidelines 

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/Accreditation/Provisional-Accreditation/Knowledge-Skills-and-Attitudes/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)

This document is then uploaded to Turnitin. Please note you can only upload one document to Turnitin; you will not be able to upload separate copies of your self-statements. 
Please ensure you label your submission correctly with Surname_FirstName_ModuleCode_Submission_SubmissionNumber, i.e., Beck_Aaron_PYMFUN_KSA_1stsub.


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. Guidance for this can be found here:
https://babcp.com/Accreditation/Provisional-Accreditation/Knowledge-Skills-and-Attitudes/Signature-Guidance 

The full references, countersigned self-statements and evidence of countersigned self-statements should then be uploaded to your Sharepoint folder. Please make sure you label each document uploaded clearly as outlined in the documents list. 

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

The evidence (degree certificates, transcripts, job descriptions or similar) should then also be added to your Sharepoint folder, alongside your references. Make sure you have included the evidence submitted to Sharepoint in the document list within this template. 



Summary of Submission Locations:
	Completed CWI KSA portfolio template (this document) including: all relevant self-statements, document list, criterion checklist and front sheet
	Turnitin

	References/Countersigned self-statement/evidence of signatures
	Sharepoint

	Additional evidence, i.e., training courses
	Sharepoint







Front sheet
	Name of candidate
	



	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/Accreditation/Provisional-Accreditation/Knowledge-Skills-and-Attitudes/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. 

	





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/counter-signed self-statement (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 via Sharepoint, which provide evidence to support each of your self-statements. This list may 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. 
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. 

	Document Name
As named on Sharepoint
	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 included on Sharepoint 

	









	
Knowledge 

	2
	Health and Social Care approaches

	Candidate self-statement attesting to criterion

	





	Evidence included on Sharepoint

	






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 included on Sharepoint

	









Criterion 4: Knowledge: Models of Therapy
	Knowledge 

	4
	Models of Therapy

	Candidate self-statement attesting to criterion

	





	Evidence included on Sharepoint

	









Criterion 5: Skills: Competency in key relationship skills
	Skills

	5
	Competency in key relationship skills

	Candidate self-statement attesting to criterion

	





	Evidence included on Sharepoint

	









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

	6
	Maintain and manage records and reports

	Candidate self-statement attesting to criterion

	





	Evidence included on Sharepoint

	









Criterion 7: Skills: Communication with Services and Colleagues
	Skills

	7
	Communication with Services and Colleagues

	Candidate self-statement attesting to criterion

	





	Evidence included on Sharepoint

	









Criterion 8: Skills: Awareness of Risk
	Skills

	8
	Awareness of Risk

	Candidate self-statement attesting to criterion

	





	Evidence included on Sharepoint

	









Criterion 9: Skills: Comprehension of Research
	Skills

	9
	Comprehension of Research

	Candidate self-statement attesting to criterion

	





	Evidence included on Sharepoint

	









Criterion 10: Skills: Commitment to Ethical Principles
	Skills

	10
	Commitment to Ethical Principles

	Candidate self-statement attesting to criterion

	





	Evidence included on Sharepoint

	










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 included on Sharepoint

	









Criterion 12: Attitudes: Self Evaluation and Reflection
	Attitudes

	12
	Self Evaluation and reflection 

	Candidate self-statement attesting to criterion

	





	Evidence included on Sharepoint

	









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 included on Sharepoint

	









Criterion 14: Attitudes: Clinical Experience Record
	Attitudes

	14
	Clinical Experience Record

	Candidate self-statement attesting to criterion

	





	Evidence included on Sharepoint
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