Guidance for submitting a KSA
In this document you'll find resources and templates to help you submit your KSA portfolio.
Before starting your KSA application
Depending on your profession, you may need to either submit a full KSA or submit a condensed KSA. Check before starting your application whether you are eligible for the condensed KSA and if so which criteria you need to complete. Guidance found on the BABCP website - Knowledge, Skills & Attitudes – BABCP.
If offered a training place, you'll need to email your KSA which will then be reviewed by an assessor. If your submitted KSA requires minimal additional information, then you will receive feedback and will be able to send any amendments prior to starting the course.
If your KSA does not meet the necessary requirements, you may be unsuccessful in securing a place on the course.
Your KSA templates
Please refer to the KSA Portfolio Guidelines for assembling and assessing KSA portfolios, which includes specific guidance for criteria and examples.
All completed KSAs should be submitted to cbtadmin@soton.ac.uk and use the following templates:
· KSA Front Sheet for University of Southampton
· KSA1 Criterion Checklist: a checklist detailing how you are evidencing each criterion.
· KSA2 Self-Statement: you should complete a separate statement for each of the relevant KSA criteria explaining how you have met the criteria.
· KSA3 Countersigned Self-Statement: these can be used as references for criteria 1-10, where the referee signs off the self-statement if evidence of training course(s) alone does not meet criteria.
· KSA4 Reference: these are mandatory for criteria 11-13, and can also be used in place of countersigned self-statements for criteria 1-10. These are written and signed by the referee.
· KSA6 Clinical Experience Record: you should provide details of your relevant mental health and psychotherapeutic clinical experience, which equates to at least 2 years full-time work in these areas.
· KSA7 Document List: you are expected to send scanned versions of original documentation to support your application (e.g., academic qualifications, transcripts, training modules, etc.). These documents need to be listed here and the criteria they support should be specified.
KAS2 Self-Statement guidance
A Self-Statement (KSA2) provides the opportunity to give a full summary of the following information:
· what knowledge or skill was learned or acquired
· how the knowledge, skill or attitude was learned and acquired (where the training or experience was undertaken, in what work settings, which academic qualification etc.)
· a critical appraisal of how this knowledge or skill applies to psychotherapeutic roles
· illustrative examples of the application of the knowledge or skill which demonstrates critical learning from the outcome
Signature guidance
Make sure you have a written signature for all countersigned self-statements and references. You can also email over signature pages that have been printed, signed, and scanned.
For third party signatures we'll accept the following options:
· They print the reference or countersigned self-statement in full, sign it, scan it, and email it to you which you can then submit.
· They can email the document with their name typed in the signature box to you from a work-based email address. In this case you must also include a screenshot of the email within your portfolio submission.
Your reference must name the document they are sending within the body of the email. If you have any questions, please email cbtadmin@soton.ac.uk.

FAQs

Q: I’m not sure if I am eligible for a condensed KSA, and if so, which criteria I need to include?
A: BABCP list professional groups which are eligible for condensed KSA portfolios. These guidelines are often updated so best to look to the BABCP link before compiling your KSA - Professions eligible for a Condensed Portfolio – BABCP

Q: I see KSA portfolios can either be for BABCP portfolios or course assessment, which do I complete?
A: For anyone applying for one of our CBT courses at the University of Southampton, who needs to complete a KSA (core professions do not need to complete a KSA – see this list of core professions - Core Professions List – BABCP) please complete the ‘KSA for course assessment’. The KSA guidelines make it clear what evidence is needed for course assessment in the final column of the guidance table - KSA Portfolio Guidelines

Q: What kind of signature does my reference need (and also for the counter-signed self-statement)?
A: As in the guidance above there are a few ways to provide acceptable signatures. One is to paste a scanned version of the signature into the document like this -  [image: ]. Or the document could be printed, signed and then scanned. Alternatively if this isn’t possible, you can take a screenshot of an email confirming they have signed the document. Please ensure the document is attached in the email.

Q: I’m not sure the level of detail I need to include in my self-statements?
A: The portfolio is a chance for you to demonstrate your Knowledge, Skills and Attitudes in relation to the criterion. It is not enough to just list relevant training, you need to show your understanding of key theories and/or concepts. Examples are provided on the BABCP guidance for KSAs -  KSA Portfolio Guidelines
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