
Advancing to 
Advanced Membership
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• Have to be a current 
NBE member to apply 
for Advanced 
Membership

• No extra charge

May 2024 version



Dedicated MH accolade
Elevates your status
• Evidences your K&S
Enhances reputation
Promotes the field of MH
Logo

Opportunities:
Additional skills
Research

Aligns with Standards

Opportunities:
Additional skills
Support fellow members
Support NBE
Support the field of MH

Benefits



The mentor’s role is to:

• Be a critical friend

• Provide support and encouragement and guidance

• Listen – act as a sounding board

• Provide information, knowledge and honest feedback

• Offer different perspectives

• Encourage self reflection

• Build your confidence.

1. Registration 

Complete Registration form

• Opportunity to have a mentor



1. Behavioral Sciences
2. Biological Sciences
3. Biomechanics and Ergonomics
4. Health Policy and Practice Issues
5. Legal and Professional responsibilities
6. Management of Change
7. Principles of Health Promotion and Education
8. Principles of Research and Evaluation
9. Risk Management
10. Practical Moving and Handling (core criterion)

Choose six from 1-9 
AND 

core criterion 10

2. Select - Criterion



The portfolio must:

• Demonstrate a breadth and 
depth of evidencePortfolio

3. Build Portfolio



Each criterion must:

• Demonstrate 30hrs of activity

• Have a minimum of three primary 
evidence items

Criterion

Criterion



Each evidence item must:

• Be dated within 3 years of submission

• Not be duplicated (one evidence item - one criterion)

• Be anonymised

• Contain:
• Name of applicant

• Designation

• Date of evidence item 

• Have descriptive name and ref. no.

Evidence item

Evidence Item



Primary

The main evidence

Evidence Item - types

Supporting

Supports the main evidence to provide 
context or demonstrate activity hours 



Evidence Item - types

Primary evidence includes:

Learning and development:

Activity: training, conference sessions, webinars etc. Read articles, research papers etc. Local group activities etc. 
Evidence: reflective accounts, assignments, meeting minutes etc. 

Assessment:

Activity: risk assessments (person, service, activity), work- based assessment (occi health) etc. Evidence: case studies, 
reports, records, product reviews etc.

Training and education delivery:

Activity: informal, formal, presentations, author, coaching, mentoring. Evidence: lesson plans, resources (handbooks, 
handouts, PowerPoint), videos, eLearning, published articles, written information, instruction, handling plans etc.

Reports:

Activity: research, project, evaluation, pilots, audits, implementing change, service review, safeguarding, 
accident/incident investigation etc. Evidence: reports, case studies, reflective accounts, data, testimonials etc.

Other:

Activity: communications. Evidence: meeting minutes, email threads, testimonials etc. 



Evidence Item - types

Supporting evidence includes:

Examples:

Training schedule:

To demonstrate activity hours (how many sessions you trained) – may support a 
lesson plan

Certificate of Attendance or PowerPoint Presentation (Conference session, 
training, webinar etc.):

To demonstrate attendance or your interaction, learning, using skills etc. – may 
support a reflective account

An explanation:

To describe your role in the activity – may support a group project, joint work, joint 
training etc.

To demonstrate 

things like:

• Activity hours 

• Attendance

• Specific role in a 

project



Preparing Evidence Items

Each evidence item should:

• Be given an evidence item a number (EI. No) – such as, items for criterion 3 
would be 3a, 3b, 3c etc. 

• Be saved with a descriptive title and the EI. No – such as 3b Falls Recovery 
Device Evaluation, 10a Lesson Plan, 3c Biomechanics Training Module, etc.

• Contain the date of the evidence/activity, name and designation of applicant – 
such as author, assessor, trainer etc. – such as Paddington Bear, author, 22.3.24.

• Where necessary, highlight pertinent areas of the evidence i.e., a module in a 
lesson plan, the elements you did in joint work.



Contents Spreadsheet

Administration

The Contents spreadsheet serves three purposes:

Portfolio navigation

Planning tool



Contents Spreadsheet

Administration

Portfolio navigation

Planning tool

Provides a visual of the range of current evidence
Highlights where evidence gaps are
Highlights the breadth and depth of evidence
Avoids duplication of evidence



Contents Spreadsheet

Administration

Portfolio navigation

Planning tool

Creates a ‘map’ of your portfolio
Enable easy navigation for the Review Panel 
For context, add a brief explanation of what the evidence item is, 
and what it evidences.



Contents Spreadsheet

Administration

Portfolio navigation

Planning tool

Used to record decisions and comments by the Review Panel 
members. 
Once Advanced Membership is achieved, your portfolio will be 
removed from the NBE drive. The Content spreadsheet will be 
retained for our records.



Context Spreadsheet

Think: If you were reviewing your portfolio:

Would you understand it?

Would you know what you mean?



Example



Example

Record activity hours for 
primary evidence items only



1. Create the contents spreadsheet first.
2. Record your chosen criterion, plus core criterion 10.
3. Create a folder(s) where you can copy your evidence into. 
4. Prepare your evidence as you go - anonymise it, record the date, your name and 

designation on it, and save it with a descriptive name and the reference number.
5. Record it on the contents spreadsheet.

Planning



4. Submit

Instructions on 
how to embed 
evidence is in 
Appendix 3 SOP

Submission form is 
in Appendix 2 SOP



Timescale

Submit

Panel Selection

Panel Review

5. ACHIEVE

Gaps in 
Evidence

Review CompleteResubmit

Three 
months



• Constantly think if I was reviewing my own portfolio…

• Would I understand it? 

• Would I know what I mean?

• Set a schedule of regular protected time to work on your portfolio.

• Set milestones to keep up the momentum. You mentor will help.

Tip - general



A lesson plan may contain 
several lots of evidence

i.e., a single training course may 
include several modules (topics, 
sections…).

Tip – use your evidence wisely

Criterion 10

Criterion 9

Criterion 5

Criterion 3

Criterion 9 or 10



Tip – highlight the relevant areas (1)

For large documents
• Highlight the pertinent 

areas
• Make the evidence easy to 

navigate and understand

Whereas the contents spreadsheet acts to navigate your portfolio, highlighting acts to navigate your evidence



Tip – highlight the relevant areas (2)

Name, module, 
length, content

Highlight the relevant areas



Tip – highlight the relevant areas (3)

• Keep the document intact 
(for context). 

• Highlight the pertinent 
areas (if the panel want to 
read outside the 
highlighted areas, they 
can).



Tip – think about reader comfort

Keep your highlighting method consistent across all evidence.



Tip – less is more!

If you are writing evidence specifically for your portfolio, don’t 
write war and peace…
• Keep it clear and concise.
• Use headings and bullets for context and clarity



Tip – make the most of meeting minutes

Detail provides evidence…
Photos add to the detail…

Yorkshire Back Exchange meeting minutes. March 2024.



Remember – each evidence item must

Be anonymised
(highlight in black, deleting may remove context!)

Include:
• Your name
• Date of evidence, activity, event etc.
• Your designation for each evidence item 

NOT necessarily your job title, but your role in the activity 
i.e., assessor, trainer, lead trainer, co-trainer, author, co-author, 
project lead, participant, trainee…

Be saved with a descriptive name and Ref. No
Have supporting evidence where required



After achievement - ECAM

Evidence of Continuing Advanced Membership (ECAM)

To be completed 
every three years

To demonstrate 
you are still 
working to an 
Advanced Member 
level.



www.nationalbackexchange.org

Thank You
Any Questions?

Contact: admin@nationalbackexchange.org

http://www.nationalbackexchange.org/


National Back Exchange. 2024. Advanced Membership Standard Operating Procedure and Portfolio Submission Form.

National Back Exchange. 2024. Guidance for Endorsement of Continuing Advanced Membership of National Back Exchange.
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