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Making the most of your application 
for a HCPC partner role (current partner) 
 

Guidance notes 
Your application is important. Our decision about whether to call you in for an interview 
or assessment event is based solely on the information in your application. Please read 
these guidance notes carefully. They are intended to help you make the most of your 
application for a partner role at the HCPC. 

An overview of our application process 
In almost all cases, we ask that you complete your application using the Partner Portal. 
The information you provide through the Partner Portal is the only information that will 
be considered when reviewing your application. Do not attach/send a CV or any other 
documents – these will not be passed to the shortlisters. 
 
The application contains two sections – Part 1 and Part 2. Our shortlisting process is 
anonymous so the information that you provide in Part 1 will not be given to the 
shortlisters. The information that you provide in Part 2 includes information relating to 
your qualifications, previous employment, why you are applying for the post, and how 
you meet the key skill requirements. This information will be used for shortlisting. The 
shortlisters will not be given your name and other personal details, nor any of the 
information from the diversity monitoring section, nor details of any criminal convictions. 
 
As soon as you have submitted your application, you’ll be sent an acknowledgment 
email. If you are shortlisted for an interview or assessment centre we will be in touch by 
phone or email. If you didn’t get to the next stage this time we will email you to let you 
know.  

Completing the online application  
 
If you wish to apply for a particular role, you have to use the HCPC Partner Portal to 
do so. You cannot log on using the link on the HCPC recruitment website, any online 
advertising etc.  Your application will only enter the shortlisting process if you apply 
using the Partner Portal.  
 

https://my.corehr.com/pls/hcpcprtrecruit/erq_search_package.search_form?p_company=1&p_internal_external=E
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References 
We need 

 at least two references, and 

 a reference from every employer you’ve worked for in the last three years. 
There is only space for three referees in the system. If you’ve had more than 
three employers in the past three years, use the most recent referees. We may 
ask for details of any others needed if you are offered the role. 

Please note that employer references must come from a line manager. If your line 
manager is no longer employed by the company/organisation, or there is a reference 
policy in place, please supply details for the HR team. If you haven’t worked before, or 
have been self-employed, please provide details of tutors, business contacts, or 
character references who can cover the past three years.  
 
We won’t take up references until we have offered you the role. Your appointment (or 
continued appointment) is subject to satisfactory references. You can find our reference 
policy on our website. 

Employment details  
Complete the employment section as fully as you can providing an employment history 
of at least ten years, starting with the most recent jobs. Where your employment history 
does not span ten years, or you have no previous job e.g. because you were at 
university, please ensure that this is evident in your application form. If you have no 
previous job experience, please put ‘No previous job’ in the employer field.  

Supporting statement  
This is a very important part of your application which will help us assess your 
motivation for applying for the role and your reasons for wanting to work at the HCPC.  
 
Please don’t include your name or personal details here. This section will be seen 
by the shortlisters and your application is anonymous in the initial stages. 

Demonstrate skills 
We use this section to assess whether you have the relevant skills, experience and 
abilities for the role. Any additional document attached to the vacancy sets out the key 
skills headings, with an indication of what we are looking for under each key skill 
heading. 
 

https://www.hcpc-uk.org/partners/policies/
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You should complete one box for each key skill heading, covering all the points listed 
underneath it. Do not attempt to complete a separate box for each individual item listed 
in the document. Remember – one box for each key skill heading including all the points 
listed underneath it. 
 
Give concise and specific examples to show how you meet each key skill. You can 
include relevant skills, knowledge and experience from paid work, study, community or 
voluntary work, or other experience. Avoid generic statements such as ‘I am good at 
working as part of a team’. We need specific evidence to show how you demonstrate 
this. 
 
You don’t have to complete the form in one go. You can review and change your form 
up to the point you submit it. Once you have submitted your application form, you can’t 
amend it any longer. Please print your form before you submit it, or save it on your 
computer. It is also useful to download and save any additional document attached to 
the vacancy in case you need it for interview preparation – you won’t have access to 
this document once the closing date has passed. 

Additional information 
It is essential that those appointed as HCPC Partners have a certain standard of 
conduct and probity. Applicants are therefore asked to provide information about 
cautions, criminal convictions, disciplinary, financial proceedings, disqualifications and 
other matters in Part 1. When completing the declarations including previous conduct 
and other information, including possible conflicts of interest, you may find it helpful to 
refer to the HCPC’s conflicts of interest policy. 

Submitting the form 
The submit button will appear only when all sections have been saved and confirmed as 
completed.  
 
When you have submitted your application, you will no longer have access to it. If you 
wish to withdraw your application, please contact the HCPC Partner Team. Our 
vacancies close at 12pm on the day specified. As soon as the closing time has passed, 
no further applications can be considered. 
 
We will try to help if you have any problems. We are available Monday to Friday, 9am – 
5pm. We are not available outside of these times. 

Adjustments for candidates with a disability 
We are fully committed to making our recruitment process accessible. If you have 
specific requirements, please let us know. You can contact us on 020 7840 1722 or at 
partners@hcpc-uk.org. We can make adjustments such as an application form in an 

https://www.hcpc-uk.org/partners/policies/
mailto:partners@hcpc-uk.org?subject=Application
mailto:partners@hcpc-uk.org
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alternative format, someone with you at the interview, or additional time for tests if 
required. 

Equality and diversity monitoring 
The HCPC has a longstanding commitment to making meaningful progress on equality 
and diversity, both as regulator and as an employer. As part of this work we monitor 
candidates’ equality and diversity data across all stages of the recruitment process. The 
data you provide will only be used anonymously for this monitoring and it is not shared 
with the shortlisting panel. 

Criminal convictions and the Rehabilitation 
of Offenders Act 1974 
We ask you to tell us in your application whether you have any criminal convictions. We 
wish to make informed decisions about how relevant any convictions are to the role you 
have applied for and to ensure a safe working environment for our staff and those we 
provide services to. 
 
An conviction will not necessarily stop you from being appointed by the HCPC. Senior 
staff at the HCPC will consider how relevant the conviction is to the role you have 
applied for and whether we can proceed with your application and confirm any offer of 
appointment. 
 
We keep information about criminal records strictly confidential. It will not be passed to 
the shortlisting panel and it will only be seen by those who need to see it in order to 
make a decision on your application. 
 
The Rehabilitation of Offenders Act 1974 sets out that certain criminal convictions are 
‘spent’ after a certain period of time. Spent convictions do not have to be disclosed 
when applying for a role. There are some exceptions, for example roles where you are 
likely to have regular contact with vulnerable people, but these exceptions do not include 
the HCPC. 
 
For more information, please email partners@hcpc-uk.org 

Declarations and data protection 
The application process asks you to confirm other declarations and that the information 
you have given is truthful and accurate, and that you have not withheld relevant 
information. If we become aware of any inaccurate information, your application or any 
offer made might be withdrawn. If you have already started work with us you might be 
dismissed. 
 

mailto:partners@hcpc-uk.org.
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We take our data protection responsibilities very seriously. The information you provide 
will be held securely and access restricted to those dealing with your application. Your 
personal data and the data used for equality and diversity monitoring will be 
anonymised. 

Any questions? 
If you have any questions, or if you need the application form in a different format 
because of a disability, please contact the Partner Team on 020 7840 1722 or  
partners@hcpc-uk.org 

Applying for more than one role 
You may apply for more than one role at the same time, but you will have to complete a 
new application for each role. This is to make sure that we have a record of each 
application in the system, and also because different applications may have different 
key skills and may be assessed by different shortlisting panels. 
 
If you use the same login details for each application, you will find that some sections, 
for example your personal details, will automatically be carried over into the new 
application.  

Top tips and reminders 
 Print out – or download and save on your computer– these guidance notes, any 

additional document attached to the vacancy and your own application. These 
will not be available to view in later stages of the process. 

 Save regularly – the system may time-out if you haven’t saved, even if you have 
been entering data. You may lose any unsaved work. 

 The submit application button won’t appear until all sections have been saved 
and completed. 

 Your response in each key skill box should address the main key skill heading 
including all the points listed under it.  

 Give clear, specific examples of how you meet our key skills requirements, 
setting out your contribution. 

 Do complete your application in good time. We won’t be around in the evenings 
or at the weekend if you have any questions or have a technical problem. 

mailto:partner@hcpc-uk.org.
mailto:partner@hcpc-uk.org.
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We do not accept late applications. 

How to Apply for a Role 
 
1. Log into your Partner Portal account. From the Navigation Menu, click on the 
Partner Recruitment tab. 
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2. All open vacancies will be displayed on Recently Open Vacancies list.  
 

 
 
3. Click on the detail button […] and select View Detail from the drop down menu to 
view the details of the vacancy. 
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4. This will open a new window. Read the job specification and download the attached 
documents before you click Apply for Job. Alternatively, you can close the window and 
return to Open Vacancies.  
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5. Alternatively, on your Partner Portal account you can click on the Apply for Position 
from the drop down menu next to an open vacancy. 
 

 
6. This action will take you to the application page, click on Save and Continue. 
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Please note that if you are a partner or applied for a partner role using the portal 
before, your personal details will be displayed. Please ensure that your details 
are correct. 
 

 
 
 
 
7. Once you have checked your Personal Details and clicked on Save and Continue, 
you will be able to review your summary page.  
 
Please note that in order to submit your application you will need to complete all 
the fields marked with √.  
 
Each time you complete a section, the summary page will show a tick next to the page. 
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8. Click on the next section named HCPC Registration Number – Profession and 
Modality (depending on the role and your status, you may need to insert your 
registration number). 
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9. You will be able to add your Registered Profession and Modality or tick the 
Section Not Applicable if you are not registered with the HCPC. 
 

 
 
10. Confirm if you are registered and add your registered profession and modality. Click 
on Save and Continue. 
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11. Review your profession and modality. Click on Return to Summary. 
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12. Click on the next section named Conflicts of Interest. 
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13. Click on Please Click Here to View a List of Potential Conflicts of Interest.  
 

 
 
14. Confirm that you have read the section from the drop down menu. 
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15. Click on Save and Continue. 
 

 
 
16. Click on Return to Summary. 
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17. Follow the same process as per above for the Other Business Interests and 
Significant Political Activity. 
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18. The next step is to complete the Additional Questions section. 
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19. Click on Additional Questions and answer all questions.  
 
Important: You must write something in each of the white text boxes provided, even if 
the answer to the question is “no” otherwise you will not be allowed to move on from 
this page. If the answer to the question is “no” please write “N/A” in the box.  
 
You can Cancel without saving or Save and continue in order to return to the 
summary page of your application. When you have completed this page use Save and 
continue to move on. 
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20. Click on the next section named Employment Details.  
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21. Add your Employment Details by clicking on Add Current / Previous 
Employment Detail. 
 

 
 
22. This action will take you to the Employment Details record. Please complete the 
form as necessary. You will be able to Cancel without saving or Save and review.  
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23. Once you have clicked on Save and review, this action will take you back to the 
Employment Details section. You can click on Edit Record or Delete Record or add 
another employment detail record. Once complete, click on the Return to Summary 
button and ensure that you have listed all your previous / current employment details 
including portfolio and voluntary work.  
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24. From the summary page, click on Reference Details. 
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25. This will take you to the Reference Details record, click Add Reference.  
 
Please note that you are required to add a minimum of two referees and at least 
one reference from every employer you have worked for in the last three years, 
otherwise you won’t be able to submit your application. Please refer to further 
information about references on page 2 of this document. 
 

 
 
26. This will allow you to add a reference to your application. Fill all the boxes as 
necessary. Once you have completed all relevant fields, click on Save and review. 
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27. This action will take you back to the Reference Details record, where you can add 
your second reference. You will be able to review your record, Edit Reference or 
Delete Reference in this screen. Once you have added all references, click on the 
Return to Summary button to review your entries. 
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28. Click on Qualification Details. 
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29. This will take you to the Qualifications Details record. Click Add Qualification. 
 

 
 
30. This will allow you to add a qualification record. Once done, click on Save and add 
(where you can review / add your records) or Save and continue (to return on the 
summary page) or Cancel without saving. Ensure you have completed this section 
and entered all your qualifications. If your institution/awarding body is not listed, please 
select “other” from the dropdown menu and then enter the institution/awarding body’s 
details in the text box provided. 
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31. The next step is to click and complete the Professional Bodies record. 
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32. This will take you to the Professional Bodies record. Click Add Membership or 
Section Not Applicable if you are not registered with a Professional Body. 
 

 
 
33. Once done, click on Save and add (where you can review / add your records) or 
Save and continue (to return on the summary page) or Cancel without saving. 
Ensure you have completed this section and entered all your memberships. 
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34. The next step is to complete the Reason for application and specific skills 
questions. Each answer box has a character limit of 2000 characters. Please click on 
the Reason for application link to begin. 
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35. Click on Please click here to add your reason for application. It is important that 
you refer to the guidance attached to the role before completing the following sections. 
 

 
 
36. Once complete, click on Save (where you can review your record) or Save and 
continue (to return on the summary page) or Cancel without saving. Ensure you have 
completed this section. 
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37. The next few steps are to complete the specific skills according to the role you are 
applying for. Please follow the same process as above. 
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38. Click on Equality and Diversity Monitoring.  
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39. Click on Equality and Diversity Monitoring and complete this section. You can 
chose ‘prefer not to say’ for any section you wish not to disclose. You can select Cancel 
without saving or Save and continue in order to return to the summary page of your 
application. 
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40. Click on Final Declaration. 
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41. Click on Please click here to complete your declaration. 
 

 
 
42. Read and accept the declaration by selecting ‘I agree to the Final Declaration’ 
from the drop down menu. You can click on Cancel without saving or Save and 
continue in order to return to the summary page of your application. 
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43. Return to the summary page where all boxes should be ticked. In case any sections 
are unticked, return to these and complete all sections first. Only when all sections are 
completed, the accept Terms and Conditions box will become visible. Please review 
the Terms and Conditions and tick the box before submitting your application. 
Alternatively, you can click Save for later without submitting your application and / or 
Print Friendly Summary (which provides you with a printable overview of your 
application). Please note that for safety reasons the Equality and Diversity 
Monitoring questions will not appear when you print your application. Once you have 
checked your application, click on the Submit button when you are ready to submit your 
application. 
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44. A message will be displayed on your screen confirming that you have successfully 
submitted your application. You will be able to view your application/s once submitted 
under the My Applications tab, but you can no longer amend your application. 
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