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1.0
Guidelines for the Preparation of a Portfolio of Evidence 

1.1
Aim of the portfolio

The portfolio should provide evidence of professional competence, with verification of the applicant’s ability to provide a range of sport and exercise nutrition services or advice or research activity as detailed in the SENr Competency Framework for Graduate and Practitioner Registration
.

1.2
General guidance on the submission of evidence

· The portfolio should be presented electronically.  

· It is the applicant’s responsibility to organise and prepare a portfolio, which will be clear and accessible to the assessors.  A contents page must be included and evidence appropriately cross-referenced against the SENr Competency Framework.

· The first page of the portfolio should include name and contact details, including e-mail and telephone number, of the applicant.

· The portfolio of evidence should be presented in an easy to read font such as Arial, minimum 11 point and 1.5 line spacing. 
· The portfolio should comprise three separate documents ONLY:

1. A Word version of the completed competency framework (Annex C)
2. An up to date CV:  3 page maximum

3. All other documents (scanned / PDF), to include:  
i. Application form

ii. 2 x professional references (form to be found as part of application form)

iii. Personal statement

iv. Case study

v. 1 x Practice reflection (Annex A)

vi. 1 x CPD reflection (Annex B)

vii. Qualifications (certificates / transcripts)

viii. Any additional evidence used to demonstrate competencies (cross referenced within Annex C)
1.3     Portfolio Inclusions (further details)
As listed above, the portfolio should include:

· A completed SENr Competency Framework document (Annex C).  You should annotate this as fully as possible to demonstrate how you are able to evidence each competency.  Clear cross referencing to your evidence submissions should be included.  Within this document there is scope for applicant commentary to better link the evidence to the competency where you might feel this necessary. 
· A personal statement providing a brief overview of your practice, outlining the context of your work and summarising the evidence you will present (not exceeding 1,000 words)
· Applicants must submit a detailed case study (including a reflective commentary) of their work with an individual or group of clients that forms a concise and appropriate method to demonstrate a range of professional competencies.  Case study length should be between 4,000 – 5,000 words (excluding references).  Applicants MUST state the word counts for both case study and personal statement. 
· Evidence should be presented in a manner that protects the confidentiality of clients unless written permission has been given (and submitted) to allow the inclusion of information that may identify the client.
· It is expected that many of the competencies will be evidenced through the case study.  However, for competencies that cannot be demonstrated in this way, they should be evidenced via the reflective statements (Annex A and B), via additional written explanation (applicant commentary) or via supplementary evidence.   All competencies must be referenced (using the Competency Framework Document – Annex C). 
1.4
Additional considerations 

The following should also be considered when developing a portfolio:
· Evidence chosen should best demonstrate achievement of each essential professional competency.
· Evidence will require verification, e.g. certificates, letters of support from clients/tutors/mentors etc.  These will need to be scanned / copied and sent as part of the portfolio submission. NB. It is important that any such documents ensure anonymity of individual athletes.  
· Evidence should be presented in a style that is thorough and includes all relevant information but is concise.  Text in the form of tables, lists, figures and diagrams may be useful. It should be presented in a succinct and scientific style using headings and sub headings to structure the portfolio.
· Evidence should demonstrate an active and current (within the previous 3 year period) involvement in the field.
· Evidence and commentary should demonstrate evidence-based practice.

· The additional applicant commentary should be as concise as possible and evidence can be used as a demonstration of more than one competence as long as it is appropriately cross referenced. 

If you have no experience in a particular competency area, your commentary should include evidence of how your advice would change in these circumstances; and

· All evidence should be labelled and coded to link the evidence and learning to the competencies the evidence aims to address.

2.0
Guidelines for writing a Case Study

2.1
Overview

The case study is designed to allow applicants to demonstrate that they can meet the competencies outlined in the SENr Competency Framework. Applicants should refer to this framework at the start of the assessment process to identify the competencies which need to be demonstrated.

The Case Study should demonstrate:

a. The underpinning scientific knowledge;
b. The nutritional assessment or needs analysis undertaken to determine client (or clients) requirements;
c. The development and content of the nutritional intervention based upon client needs and identification of the nutritional problem;
d. The applicant’s ability to show good communication skills by translating the appropriate knowledge base into language appropriate to the client for to the needs of the client;
e. The use of on-going appropriate monitoring to ensure that the support / service / advice provided continues to meet the client’s needs;
f. An evaluation of the efficacy of the services provided; and
g. Good ethical professional practice.

2.2
Presentation of Case Study

When producing the case study, the applicant should consider the practical aspects of the process and produce a document which is:

a. Presented in a style which is thorough and includes all relevant information but is economical of space and words. A maximum of 5,000 words (excluding references) of text plus supporting documents may be used as a guide. Text in the form of tables, lists, figures and diagrams may be useful.

b. Presented in a succinct and scientific style using headings and sub headings to structure the report.

2.3
Content of the Case Study

As already stated, applicants should refer to the SENr Competency Framework used at the start of the assessment process to identify the competencies which need to be demonstrated. This gives a comprehensive list of all the competencies required with clear criteria to guide the applicant. 
The demonstration of intellectual rigour should be an integral part of the case study with references to contemporary scientific literature. References should be cited in a consistent standard style (e.g. for Journal of Sports Science or Journal of Human Nutrition & Dietetics or Public Health Nutrition).
SENr has produced an online module to guide you through development of your case study.  This can be found at http://www.senr.org.uk/online-learning-activity/ 
3.0
Annex A:  Proforma for Reflective Practice: Education Sessions
	Title
	

	Date
	

	Venue
	

	Organiser
	


	Describe your CPD activity

	

	

	

	

	

	

	

	

	

	Why did you decide to undertake this CPD?

	

	

	

	

	

	

	

	What did you learn by undertaking this CPD?

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


	Describe how you have applied/intend to apply this CPD to your practice:

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	Describe the benefits for your service user and your service.  What challenges did you identify in implementing this change?  How are these being addressed?

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


4.0
Annex B:  Proforma for Reflective Practice: Practice-Based
	Title
	

	Date
	

	Venue
	

	Client/Group
	

	Type of Session/Work
	


	WHAT - Describe the experience

· What happened?

· How did you identify this was of particular importance?

· What was your role?  What was the response of others?

· How did this make you feel and how did this impact on you and your clients?

	

	

	

	

	

	

	

	

	

	

	


	SO WHAT - Describe how and why you need to consider the situation

· What does this mean for me/my service users/the care I provide?

· What was the impact on my service users?

· What other knowledge or skill could I bring to the situation?

· What broader issues arise from the situation?

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


	NOW WHAT - Describe what you did or plan to do next

· What do I do to make it better?

· How can I apply this more widely?

· What do I need to consider (barriers, constraints)?

· What other consequences may arise?

	

	

	

	

	

	

	

	

	

	

	

	

	

	


	WHAT NEXT - Describe how you changed your practice

· What happened?

· What was the result?

· How have my clients benefited?

· What evidence do I have?

· How did I feel?

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


	WHAT NOW - Describe how you feel about the process you have gone through.

· What has been the outcome?

· Am I a better professional?

· What other developments has this led to?

	

	

	

	

	

	

	

	

	

	

	


Acknowledgement

The prompt questions are there to help guide your reflection, use them if they are useful.  They are based on a model suggested by Rolfe, Freshwater and Jasper, 2001, after Borton and further refined by the BDA Professional Development Award assessors. 

Reference
Rolfe, Freshwater & Jasper, Critical reflection for nursing and the helping professions; Palgrave, Basingstoke, UK, 2001. ISBN 0-333-77795
5.0
Practitioner Registration Application Form

This form is for submitting an application for Practitioner registration on the Sport and Exercise Nutrition Register (SENr).  Please read the document ‘SENr Guide to Registration’ before completing this form.  

Section 1 - Personal Details

	Title (please circle)
	Mrs
Miss
Ms
Mr
Other



	First Name
	

	Surname
	

	Profession
	

	Date of Birth
	

	Nationality
	

	Gender (please tick)
	Female   FORMCHECKBOX 

Male   FORMCHECKBOX 




Section 2 – Contact details

Home contact details

	Address
	

	Telephone number
	

	Mobile telephone number
	

	E-mail address 
	


Work contact details

	Name of organisation
	

	Address
	

	Telephone number
	

	Mobile telephone number
	

	E-mail address
	


Section 3 - Education and Qualifications

	Title of relevant qualification
	Course Start Date
	Course End Date
	Name of educational institution

	
	
	
	

	
	
	
	

	
	
	
	


6.0
Professional Reference Form 

Please return two completed reference forms as part of your application.
You have been asked to complete this reference form as the person who has given you this form is applying for Practitioner registration on the Sport and Exercise Nutrition Register (SENr).  Further details about SENr can be found at http://www.senr.org.uk/  

A practice based reference needs to be completed by a supervisor, colleague or client who is not a relative of the applicant and can speak to the SEN services provided by the applicant.  

Applicant Details
	Name of Applicant


	

	Profession


	


Referee Details

	Name
	

	Profession
	

	Name of Regulatory Body (if applicable)
	

	Registration Number (if applicable)
	

	Address
	

	Telephone number
	

	E-mail address
	

	Please state the capacity in which you know the applicant
	

	How many years have you known the applicant?
	

	Please add brief comments in support of this application.

	


I can confirm that the above information is correct and know no reason why the applicant cannot be accepted onto the Sport and Exercise Nutrition Register.
	Signature (an electronic signature will be acceptable)
	
	Date
	


Please return this form to the applicant

7.0
Fee and Checklist
The application fee is £250, this is non-refundable.  Please select your payment method.

	Cheque
	
	Please make cheque payable to ‘The British Dietetic Association’

	BACS 
A/C Name: British Dietetic Association;

Sort Code: 60-83-01; 

A/C Number: 20226660

	
	Please make sure that you quote the following as a beneficiary reference when making BACS payment:

SENR ‘Surname’

(Example: SENR SMITH)

Please attach proof of BACS payment made.

	Credit/Debit Card


	
	Please call the BDA Accounts Department on 01634 841166 to make the payment.




Checklist
Please ensure that you have included the following documents before sending us your application.

	Checklist (tick as applicable)
	Office Use

	1.
	A completed application form

	
	

	2.
	An up to date CV (3 pages maximum)

	
	

	3.
	Two completed and signed reference forms

	
	

	4.
	Photocopies of relevant qualification certificates, and where possible, transcripts.

	
	

	5.
	Certified translations, if the qualification certificates and transcripts are in a language other than English

	
	

	6.
	An assessment of equivalence to an award from the United Kingdom by National Recognition Information Centre (NARIC) if applicants have qualifications from countries outside the European Union.

	
	

	7.
	Personal Statement (1000 words maximum)
	
	

	8.
	Case Study (4,000-5,000 words excluding references and tables)


	
	

	9.
	Annex C:  Completed SENr Competency Framework – mapped to evidence


	
	

	10.
	Evidence – clearly cross-referenced with the Competency Framework


	
	

	11. 
	Two reflections (Annex A and B)


	
	

	12.
	Application Fee (Cheque / reference code from BDA Accounts Department / BACS reference).


	
	


Signature 
I can confirm to the best of my knowledge the information given is a true and accurate record.

I agree to adhere to the SENr Code of Professional Conduct and verify that the portfolio is my own work.

I undertake to notify the SENr of any criminal convictions, disciplinary, regulatory or other action which may be considered to bring the profession or the SENr into disrepute. 

	Signature


	Date


Guide to SENr Registration 


Appendix 2:  Practitioner Registration
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