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1. Overview of SEPAR 
portfolio process



SEPAR Completion Criteria

1. Demonstrate competence in knowledge, skills, self-development 
and management, experience

2. 2700 hours application/consulting, 275 hours CPD/supervision, 225 
hours dissemination/citizenship

3. Be observed in practice 

4. Complete initial, mid-point and final evidence portfolios

5. Three case studies

6. Three client references

7. Attend BASES core workshops (currently intro plus 8 workshops)



The portfolio is THE documented 
record to demonstrate your 
competency as a sport and 

exercise psychologist (in training).
 

Reviewers can only evaluate what 
they see in your portfolio. 



The SEPAR process

Mid-point portfolio submission 
(12 months after initial)

Final portfolio submission
(24 months after initial) 

2-year pathway

Initial portfolio submission 
(3 months – by 1 May or 1 Nov)

Mid-point portfolio submission 
(18 months after initial)

Final portfolio submission
(36 months after initial) 

3-year pathway

Start SEPAR  
(1 Feb or 1 Aug)

Mid-point portfolio submission 
(24 months after initial)

Final portfolio submission
(48 months after initial) 

4-year pathway

Start SEPAR  
(1 Feb or 1 Aug)

Start SEPAR  
(1 Feb or 1 Aug)



Standard documents across portfolios

• Introductory video
• Supervisor report
• Quarterly review reports
• Professional philosophy reflection
• Logs:

• Practice 
• Dissemination and citizenship 
• CPD and supervision
• Observation
• Core workshops

• Competency profiles (knowledge, skills, self-management 
and development, experience)

• Action plan 
• Portfolio of evidence

PLUS for mid-point / final submissions

• Cover letter
• Case studies (1 at mid, 2 at final)
• Client references (1 at mid, at least 2 at final)

All on SEPAR webpage:
https://bases.org.uk/spage-
professional_development-separ.html

https://bases.org.uk/spage-professional_development-separ.html
https://bases.org.uk/spage-professional_development-separ.html
https://bases.org.uk/spage-professional_development-separ.html
https://bases.org.uk/spage-professional_development-separ.html
https://bases.org.uk/spage-professional_development-separ.html


Submission process
Candidate 

responsibilities
Supervisor 

responsibilities

Ongoing

3 weeks before 
deadline

2 weeks before 
deadline

1 week before 
deadline

Submission 
deadline (or earlier)

Prepare portfolio
Upload evidence, competence profile and logs as go

Complete checklist, upload everything to One Drive 
for supervisor to review

Address supervisor comments & ensure everything 
is complete

Ask supervisor to review final version

Make any final (minor) amends, then e-mail both 
reviewers (cc supervisor) to let them know 

portfolio is ready

Review documents as required

Review portfolio and advise on 
changes needed

Review changes, sign-off documents 
and upload supervisor report 



Reviewer roles

• 2 reviewers

• Collaborative, formative support – constructive feedback and 
signposting to help your development 

• Assessment of competency and whether you are on track 

• Eligibility to complete SEPAR and apply for HCPC registration



Potential review outcomes

Desk check (within 7 days) 

Desk check approved

Re-submission at 
next time point

£350 fee

Full review (up to 8 weeks)

Additional 
information 

requiredReview approved

Re-submission at 
next time point
£50 admin fee

See SEPAR 
Qualification 

Handbook 
for further 

detail 



2. Rating your 
competencies





Competency ratings

• Scale of 0-5 (0 = no competence, 5 = full competence)

• Unless otherwise stated, the minimum expected standard to pass 
through the SEPAR process in all competencies is a rating of 4 

• Candidates should strive to achieve ratings of 5 where possible



Knowledge competencies – initial 

1.1, 1.2, 1.3 & 1.5
• 2s by default (no evidence required)

• 3s if, e.g.,:

• Dissertation/lit review

• Formal course

• Post-MSc CPD

• Single publication

• Teaching (secondary  / further education)

• 4s or higher if (very rare):

• Teaching (higher education)

• PhD or post-MSc research

• Writing books or multiple publications

1.4 (Complementary Areas to 
Sport & Exercise Psychology)
• 2 if undergraduate or MSc S&E Science (submit 

certificate) / 0 if neither

• See table in handbook for rating non-degree 
knowledge



Knowledge competencies – mid/final

Competency level

1 2 3 4 5

Limited 

knowledge

Moderate 

knowledge

Detailed 

knowledge

Thorough 

knowledge

Full 

competence

Initial 

portfolio 

starting 

point

0* 5.5 hours 11 hours 16.5 hours 22 hours 27.5 hours

1* - 5.5 hours 11 hours 16.5 hours 22 hours

2 - - 5.5 hours 11 hours 16.5 hours

3 - - - 5.5 hours 11 hours

4 - - - - 5.5 hours

5 - - - - -

“Notional CPD hours”



Why hours are “notional” only

Imagine…

A candidate spends 6 hours reading and reflecting on a series of papers about burnout and 
career transitions in female athletes, this content is relevant to competencies 1.1.2, 1.1.4, and 
1.1.5.  

The candidate then might write a reflection to review the knowledge they have gained and 
what they have learned from this in relation to their practice, also bringing in learning from a 
related podcast they listened to.  In this reflection, they refer specifically to each competency 
topic (i.e., burnout, gender, career transitions).  

Through this process, it is viable that the candidate has increased their knowledge from a 2 
(moderate knowledge) to a 3 (detailed knowledge) in all three of these competencies.  Yet the 
total amount of hours taken may be different than the notional 16.5 hours required to 
increase three competencies by 1 point. 



Demonstrating knowledge meaningfully

One of: 

- a themed reflection where the topic is central to the 

competency, and draws on multiple sources of CPD 

OR

- a certificate, overview of content and CPD reflection sheet from 

a workshop lasting 3-4 hours

OR

- a certificate and overview of content from a workshop lasting 5-

6 hours

      OR

- a themed reflection of the planning process and articles read in 

preparing a workshop/lecture on a relevant topic, plus slides 

from the workshop/lecture  

A combination of (to add up to notional 5.5 
hours):

- a themed reflection where the topic is touched on but is not 

central to the competency

- a single reflection that only draws on one source of CPD (e.g., 

one academic paper)

- a certificate and overview of content from a workshop lasting 1-

2 hours

- a CPD reflection sheet from a workshop lasting 1-2 hours

- slides from a workshop/lecture that the candidate delivered but 

without reflection on the planning process

A 1-point shift in knowledge through either: 



Skills competencies



Self development and management competencies



Therapeutic Risk Assessments (3.4.2)



Practitioner? E.g., limited experience youth athletes

Relationship? E.g., previously coached at this club

Intervention? E.g., parents needs vs child’s needs

Social/physical environment? E.g., pressure, online

On basis of risk assessment, 
what are your initial 

thoughts? Why?

Discuss with supervisor

Outline decision & rationale



Experience competencies



3. Putting together 
the portfolio 
submission



Submission checklists





Your introductory video

Delivery

• Keep to 5 minutes (max!)

• Plan what you’re going to say 
before

• Be yourself!

Content

• Reflections on learning so far

• Plans moving forward

• Any notes about your One 
Drive



Professional philosophy reflection



Logs
5 logs: 
- Practice log 
- CPD and supervision log 
- Dissemination and citizenship log
- Observation log
- Core workshops log

Key documents for: 
• Providing a coherent overview of the clients you have worked with and the contexts you have 

worked in
• Documenting the activities you have undertaken to achieve your required SEPAR objectives 
• Providing a chronology of activities to clearly show what you have done since the previous 

submission 

New log each 
submission (but 

carry over 
previous hours)

Cumulative log across submissions (but submit with new front page)



Logs – front page

Submit even 
if zero 
activity 



Practice Log



Log activity 
since 

previous 
submission



Dissemination and Citizenship Log

Log activity 
since 

previous 
submission



CPD and Supervision Log

Log activity 
since 

previous 
submission



Observation log

Log activity 
since 

previous 
submission



Core workshops log

Log activity 
since start 
of SEPAR



Competency profiles
4 competency profiles: 
- Experience
- Skills 
- Self
- Knowledge

Key documents for: 
• Demonstrating your competency, areas for development, and progress throughout SEPAR
• Providing a summary of everything you have done to develop your competencies
• Providing context around the evidence you have submitted, so reviewers understand what each 

document is, why it’s relevant, and how everything fits together 

Reviewers can only base their judgements on the 
information you provide – competency profiles 

are key in this



Competency profiles – front page



Competency profile – experience

Example 
from mid-

point



Competency profile – skills

Example 
from mid-

point



Competency profile – self-development and management

Example 
from final 

submission

Each piece of evidence must 
be uploaded to one location 

only (therefore signpost 
reviewers back to the folder 

where it is)



Competency profile – knowledge

Example 
from initial 
submission



Action Plan









Essential that 
these sections 
are all filled in

Candidate reflects before meeting…

Supervisor adds comments after meeting…

Both sign & date…



Arranging the One Drive – option 1

Knowledge

Skills

Self

Experience

Checklist 
documents

Competency 3.4.2 (on competency 
profile)

“I also introduced some new risk 
assessment protocols after a recent 
CPD event I went to about exercise 
dependence (see exercise 
dependence reflection, folder 1.3)” Initial 

submission

Competency profiles X 4

Logs 

Philosophy reflection

Action plan

Video

Supervisor report

Quarterly reviews

1.1

1.2

1.3

1.4

1.5

1.3 Evidence

1.5 Evidence 

1.5 Evidence 

1.5 Evidence 

Observations

Observation forms & recordings

Core 
workshops?

(Evidence organised in 
competencies)



Arranging the One Drive – option 2

Reflections

Intervention 
resources

Core 
workshops

Checklist 
documents

Initial 
submission

Competency profiles X 4

Logs 

Philosophy reflection

Action plan

Video

Supervisor report

Quarterly reviews

Lecture slides

Observations

Observation forms & recordings

Case 
formulations

(Evidence 
organised in 

themes) Competency 3.4.2 (on competency 
profile)

“I also introduced some new risk 
assessment protocols after a recent 
CPD event I went to about exercise 
dependence (see exercise 
dependence reflection, reflections 
folder)” 



4. Providing evidence



SEPAR as a holistic process

Applied 
Practice 

Experience

Skills

Self-
management 

and 
development

Knowledge



Key evidence principles

• Evidence is the main “substance” of your portfolio

• A large proportion of evidence will be reflections

• Providing context for evidence is crucial 

• Competency profiles are key summary documents to justify your 

ratings and provide context around your evidence

• The same piece of evidence may be used to demonstrate 

multiple competencies across knowledge, skills, self and 
experience (but it should only appear in your portfolio in one 

place, can then signpost reviewers back to this where applicable) 

Evidence examples: 
- Themed reflections
- Single reflections
- Case notes
- Audio-recordings
- Presentation slides
- Intervention resources
- Formulations
- Client contracts



Themed reflections







Single reflections



Contextualising evidence



Contextualising evidence - examples

These were slides I presented at the 
annual BASES psychology event



Case studies

Mid-point – 1 case study

Final submission – 2 case studies

Final case study

Client-practitioner relationship 
case study

Mid-point case study

Use templates on SEPAR 
webpage



10 Tips for success



1. See portfolio development as a continuous process 

2. Remember reviewers can only assess on what they have in front of them 

5. Be specific when evaluating your competencies and writing your action plan

6. Signpost clearly (e.g., hyperlinks, mini-navigation videos)

10. Save this guidance video and keep coming back to it! 

9. Read the handbooks thoroughly and re-visit them regularly 

7. Give context around evidence so reviewers understand why you are sharing it

3. Be selective – and only upload evidence once

4. Remember experience, skills, self and knowledge all go together – 
show the reviewers how this happens in your practice

8. Submit drafts to your supervisor for review 3 weeks before as your deadline
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