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Applicant Portfolio Checklist: Specialist Registration by Portfolio Assessment
May 2026
You are advised to use this checklist before submitting your portfolio to ensure that your application is complete. This checklist does not need to be submitted alongside your portfolio submission.
	1. Portfolio 
	Y/N


	I have checked that my pre-application approval is still valid.
	

	 I am within the 18-month submission deadline.
	

	 I have paid the submission fee.
	

	 I have completed the application form fully and accurately.
	

	 I have completed both matrices.
	

	 I have completed the assessment proforma in Word format, including a handwritten signature and if I answered yes to any Fitness To Practice questions, I have included a statement. 
	

	 My narratives are concise and clearly linked to the competencies claimed.
	

	 My evidence filenames match the numbering in my proforma and narratives.
	

	 I have included all required evidence and removed duplicates.
	

	 I have redacted personal or confidential information where needed.
	

	 I have included a current reference.
	

	 I have included current CPD and a competency-linked PDP.
	

	 I have checked that my evidence is dated and within the required currency period.
	

	 I have not embedded documents within other documents.
	

	 I have checked spelling, formatting and file accessibility.
	

	I have included an up-to date Curriculum Vitae (CV)
	

	I have included my current job description
	

	I have included certified copies of qualifications, ID, FPH Diplomate exam pass, membership of professional bodies and if applicable, copy of marriage certificate or Deed Poll if any documents or evidence are in a different name (certified by my referee on their reference)
	

	I have included testimonials for specific competencies using UKPHR’s template (if applicable)
	

	2. Know How evidence and Key Area reflective notes
	

	I have shown how I acquired the knowledge.
	

	 I have included dated and relevant evidence of learning.
	

	 I have explained course content, module descriptors, or learning outcomes where needed.
	

	 I have added a knowledge summary where the evidence alone is not sufficient.
	

	 I have shown current learning where the competency requires it.
	

	 I have not relied only on attendance certificates or general course titles.
	

	3. Show How narratives and evidence
	

	I have shown what I did personally.
	

	 I have explained my role, level of responsibility, and decision-making.
	

	 I have described the context, outcome, and reflection.
	

	 I have linked each narrative to the evidence used.
	

	 I have used evidence that clearly demonstrates practice, not just presence.
	

	 I have included page numbers or specific extracts where relevant.
	

	 I have used testimonials sparingly and only where necessary.
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