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[bookmark: _Toc201231149]Academic Writing Handbook for BACP Individual Accreditation
[bookmark: _Toc198307376][bookmark: _Toc199920789][bookmark: _Toc201231150]For BACP registered members who wish to apply for accreditation via Route 2: Recognition of prior learning route (RPL)
The RPL route to individual accreditation is for BACP registered members who:
  
· have successfully completed a core training that meets the eligibility criteria for Individual accreditation  
 
· have not completed either a BACP accredited core training course, or a BACP accredited or approved progression training course (aligned to column B of the SCoPEd framework), since initial qualification.    
 
(SCoPEd- The Scope of Practice and Education (SCoPEd) framework) 

If you do not meet either of these criteria, then this route to accreditation is not the right one for you. Please visit our SCoPEd integration webpages for registered members to see which route will be appropriate. If you're still not sure of the route that applies to you, please contact the accreditation team accreditation@bacp.co.uk  
Please also refer to the application guide for individual accreditation: registered member to accredited member: Route 2: Recognition of prior learning route (RPL) for more information on eligibility criteria and other requirements.  

Please check on our accreditation webpage that you are referring to the latest version of this handbook.
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[bookmark: _Toc199920790][bookmark: _Toc201231151][bookmark: _Toc137817295][bookmark: _Toc138423548][bookmark: _Toc198307377]Part 1
[bookmark: _Toc199920791][bookmark: _Toc201231152]Introduction: using this handbook 
This handbook will help you to prepare and write the two academic essays for Criterion 2 that are required as part of your RPL application for BACP individual accreditation: 
[bookmark: _Toc201231153]Criterion 2: Theoretical knowledge (up to 2,500 words) 
 
Please write a short essay that addresses the following two sub-criteria:  
 
2.1. A critical evaluation which outlines the strengths and limitations of at least 2 but no more than 3 counselling and/or psychotherapy theories, explaining your rationale for including or excluding these from your current way of working (as described in Criterion 1).  
At least one of these theories should be one that has not informed your current way of working. 
  
2.2. An evaluation of a published counselling or psychotherapy research article that is relevant to your practice, and how you have integrated the learning gained to enhance your practice. 
 
 
[bookmark: _Toc201231154]This handbook explains:
· Which academic competences are evidenced in the two essays required for Criterion 2
· What is meant by ‘recognition of prior learning’ for the purposes of individual accreditation
· How to assess if you confidently possess the required knowledge and skills needed to complete the academic essay  
· How to develop any required knowledge and skills that you do not yet confidently possess.
Refer closely to this handbook throughout your essay writing process for Criterion 2 and ensure that you’ve followed this guidance before you submit your application.
You must also refer to the application guide for individual accreditation: registered member to accredited member: Route 2: Recognition of prior learning route (RPL) for more information on what’s needed for Criterion 2.
Remember to check the BACP accreditation website from time to time, as this guidance handbook may be updated in response to member feedback and enquiries.
[bookmark: _Toc198805093][bookmark: _Toc199920792][bookmark: _Toc201231155]Which academic competences are evidenced in this RPL route?
In your application for BACP individual accreditation you must demonstrate a range of competences. By ‘academic competence’ we mean your knowledge and skills about a specific, measurable ability. Most of the individual accreditation criteria relate to your professional and ethical competence as a counsellor and/or psychotherapist. However, two of the competences required for BACP individual accreditation relate to academic skills and knowledge. These are addressed in two essays within Criterion 2 which are:
1. The ability to critically appraise theory, and
2. The ability to draw on and evaluate research. 
These competences are usually gained through academic qualifications of Level 5 and above in counselling and/or psychotherapy. If you’ve completed a BACP accredited core training course, or a BACP accredited or approved progression training course (aligned to column B of the SCoPEd framework) then we’ve assessed the course as having met the SCoPEd framework column B standards and competences. 
If you’ve not completed either of these courses, then you may still be eligible to apply for individual accreditation, if you can demonstrate that you have gained these competences through your professional experience. 
Criterion 2 in the RPL route to individual accreditation can enable you to demonstrate the required theoretical knowledge, and the research knowledge and skills needed for alignment to column B of the SCoPEd framework.
[bookmark: _Toc201231156]What is ‘Recognition of prior learning (RPL)’?  

Recognition of Prior Learning (RPL) is a process used in education and training to assess and formally acknowledge a person's existing skills, knowledge and experience regardless of how they were acquired. This can include learning from work experience, informal training, volunteer work or personal study. RPL allows individuals to gain credit toward qualifications or accreditation without having to repeat learning they have already completed.  

BACP’s RPL route to individual accreditation is aimed at experienced practitioners who have gained significant knowledge, skills and experience overtime. The RPL route to individual accreditation enables those with a wealth of experience who are not in a position to complete further training, to gain recognition that supports their progression and professional journey. 
 
We recommend reading both this Academic Writing Handbook and the application guide for individual accreditation: registered member to accredited member: Route 2: Recognition of prior learning route (RPL) in full before deciding whether you are ready to apply for accreditation via this RPL route.     
This handbook explains the academic competences you’ll need to demonstrate in the two  essays that are required for Criterion 2 for the RPL route (route 2) to BACP individual accreditation. It suggests various ways that you could demonstrate the competences in your application. 
Every individual accreditation application will be different, because no two applicants will have identical professional experiences and learning journeys. It is your responsibility to determine if you possess the relevant knowledge and skills at the level required, and to clearly evidence this in your application.
[bookmark: _Toc201231157]This handbook will support you to: 
1. Identify the knowledge and skills that you have already gained through your training/CPD and professional experience
2. Identify the knowledge and skills that you have not yet gained
3. Create a self-directed learning plan, that will support you to gain the required knowledge and skills
If you decide that you do not possess the required academic competences to complete both the ‘theoretical knowledge’ and ‘research knowledge and skills’ essays in criterion 2, then you may chose a different pathway to individual accreditation by undertaking a BACP accredited or approved progression training (aligned to column B of the SCoPEd framework). Please refer to our website to find out more
[bookmark: _Toc198805096][bookmark: _Toc199920793][bookmark: _Toc201231158]Additional support
If you identify as living with a disability, learning difference or long-term health condition, we can currently offer the following support to help remove any barriers you may experience with the application process:
· 10% additional word-limit on your portfolio of evidence entries and reflective practice criteria
· a Word version of the application form
· additional support from our Support and Inclusion Officer throughout the application process by email or phone
· a range of financial support based on your circumstances
· an audio application option

If you need support or have any specific questions about your application, please contact the accreditation team. 

Please note the support and inclusion officer can help support you in many ways with your application, but they are not an academic learning mentor. The support and inclusion officer can support you with completing the application form and can discuss with you other additional support mechanisms that are available in addition to how you might be able to access academic writing support if needed. Please contact the support and inclusion officer to talk through your individual support needs. 

Part 2 of the handbook provides more detail about the ‘theoretical knowledge’ and ‘research knowledge’ that you must evidence in your application for BACP individual accreditation via route 2: RPL route.


[bookmark: _Toc199920794][bookmark: _Toc201231159][bookmark: _Toc198805097]Part 2 
[bookmark: _Toc199920795][bookmark: _Toc201231160]Theoretical knowledge: demonstrating your critical understanding of theory  
[bookmark: _Toc201231161]Sub-criterion 2.1: 
A critical evaluation which outlines the strengths and limitations of at least 2 but no more than 3 counselling and/or psychotherapy theories, explaining your rationale for including or excluding these from your current way of working (as described in Criterion 1).   
There is additional guidance on what is required to meet this sub-criterion in the application guide for individual accreditation registered member to accredited member Route 2: Recognition of prior learning route (RPL).
a. [bookmark: _Toc198805098][bookmark: _Toc199920796][bookmark: _Toc201231162]Selecting and using suitable theories to demonstrate your understanding
In the ‘theoretical knowledge’ essay in sub-criterion 2.1 you’ll need to demonstrate your understanding of two or three theories that underpin your therapeutic work. You may have learned these theories during your core practitioner training, through further training and/or CPD, or through your lived professional experiences.
In reflective practice criterion 1, you’re asked to describe your current way of working and the theory or theories that you draw on in your work as a counsellor and / or psychotherapist. These theories could include core concepts from your therapeutic modality (e.g., person-centred, CBT, psychodynamic, Gestalt, integrative). They can also include ideas that you have learned about from workshops, reading, or supervision. 
In your ‘theoretical knowledge’ essay for sub-criterion 2.1, you’ll identify and critically evaluate specific theories that inform your work, by reference to relevant texts, such as books and research articles. Therefore, to prepare for writing the ‘theoretical knowledge’ essay, you’ll need to undertake relevant reading. It is important to focus this reading on the theories that you have chosen to write about, so that you read a manageable amount of texts. 
Any theories included in sub-criterion 2.1 that inform your current way of working, need to align with the theories/approaches you have described in Criterion 1. You do not have to talk about all the theories that inform your way of working in criterion 2.1. 
We recommend that you draft your submission for criterion 1 before starting to work on sub-criterion 2.1
To identify relevant texts, especially if academic reading is unfamiliar to you, use the following practical strategies:
[bookmark: _Toc201231163]1. Start with practice-based questions
Before you begin reading, clarify your own practice-based questions, such as:
· How does person-centred theory help me to create an empathic relationship with my client?
· Why do I use cognitive restructuring techniques with anxious clients?
· How does attachment theory inform my responses to clients who struggle with intimacy?
This will keep your reading focused and relevant to your practice and theoretical model.
[bookmark: _Toc201231164]2. Identify useful texts
Once you have generated some practice-based questions, gather relevant literature that can help you answer them. These could be foundational texts from your initial training, recommended readings from CPD workshops you've attended, or articles you have found helpful or interesting.
Consider choosing from the following sources:
· Books - often best for foundational theories and core therapeutic models.

· Book chapters - good for concise, focused discussions on particular aspects of theory.

· Journal articles - useful for more recent developments, critical debates, or specific therapeutic applications. Look for articles in Counselling and Psychotherapy Research (CPR), which you can access using your BACP membership.
[bookmark: _Toc201231165]3. Skim first, read deeply later
Quickly review headings, summaries, and key points to get a general sense of whether the text addresses your questions. This will save you time and help you identify what's most relevant for deeper reading.
[bookmark: _Toc201231166]4. Read actively
When you read, actively link key points or theories to real clients or practice situations you've experienced. Make notes, detailing what you find interesting about the particular passage. 
e.g., “Rogers talks about empathy… I notice that when I feel empathy intensely with Client X, our sessions do become deeper and more meaningful.”
This will help theory to ‘come alive’ and feel directly relevant to your practice. It will also help you to have these notes and reminders, when you come to structure your ‘theoretical knowledge’ essay for sub-criterion 2.1.
[bookmark: _Toc201231167]5. Summarise and reflect
Pause after each reading session to summarise in your own words how the theory that you have read relates to your therapeutic work.
e.g., “Beck’s CBT theory emphasises challenging negative thoughts… I regularly do this with clients who experience anxiety, and they often report that this helps them between sessions because they have developed the habit of challenging those thoughts.”
[bookmark: _Toc201231168]6. Notice comparisons, agreements, and contradictions in the theory
Think about how the different theories that you have encountered might offer different explanations for similar issues in your practice.
E.g., “Attachment theory explains my client's anxiety as fear of abandonment whereas CBT focuses on their underlying negative beliefs about themselves. Both have helped me understand clients, but in different ways.”


[bookmark: _Toc201231169]7. Question the relevance of theory to experience
Approach theory with curiosity based on your professional experience. Ask yourself:
· Does this idea match what I've seen in sessions?
· Are there clients or situations where this theory doesn't fit?
· What theories might I need to adapt or combine to better support my client?
[bookmark: _Toc201231170]8. Practice reflexivity in regard to theory
Consider specifically how you have integrated or adapted theoretical ideas into your practice, and how that has informed or even changed your approach with clients.
· What have you learned through experience that has modified your understanding of the theory?
· How do you practically blend multiple theories together in your everyday work?
· How have you developed your understanding of theory in your supervision?
Once you have identified relevant theories and concepts from reliable sources, and engaged with them thoughtfully, making links to your own experience, you’ll be ready to apply critical thinking to those ideas.

[bookmark: _Toc201231171]9. When to stop reading
It is very common to wonder ‘how much reading is enough?’. Unfortunately, there is no straightforward answer to this. You should ensure that you are familiar with the main, foundational texts that apply to your approach. You should also update this reading with more contemporary literature, such as research carried out in the last five years, or books that have updated the original theory. To obtain balance, it might be a good idea to read critiques of that theory. 

Ultimately, it is important that you read enough that you can confidently explain the theories, ideas and concepts that you’re reading about, accurately and succinctly. If your description of a concept is inaccurate or unclear, keep reading until your understanding is secure so you can demonstrate your theoretical knowledge. If a concept still feels unclear, keep reading until your understanding is clear.  When you have soundly understood the theory, its development, and the relevant research evidence about it, you may find that new material adds anything new, at which point, you can be confident you’re ready to critically evaluate the theory in your essay. 

b. [bookmark: _Toc198805099][bookmark: _Toc199920797][bookmark: _Toc201231172]How to critically appraise theory
In your ‘theoretical knowledge’ essay, you must demonstrate your ability to engage critically with theory. Critical thinking involves reflecting deeply on ideas, comparing and analysing different perspectives, and thoughtfully applying these insights to your therapeutic work.
c. [bookmark: _Toc198805100][bookmark: _Toc199920798][bookmark: _Toc201231173]Using Bloom’s Taxonomy to understand critical thinking
Bloom's Taxonomy, developed by educational psychologist Benjamin Bloom in the 1950s, is a widely-used framework designed to promote deeper thinking and learning. It categorises critical thinking skills from basic recall of information to complex analysis and synthesis. Bloom’s model is useful because it illustrates a clear pathway for moving from simple knowledge of a concept to a deeper, more critical understanding and application.
Remembering
Understanding
Applying
Analysing
Evaluating
Creating

Bloom’s Taxonomy (Anderson & Krathwohl, 2001)
Bloom’s taxonomy breaks down the different levels of thinking that we use when we think about theories. The taxonomy starts with simple tasks at the base of the pyramid, and moves toward more complex thinking.
1. Remembering is the most basic level. It’s about being able to recall facts, like remembering a name, a date, or a definition. 
2. Understanding means that you can explain something more fully in your own words. For example, you may be able to describe a theoretical concept such as empathy. Without accurate understanding, it is impossible to move to the more complex levels of critical thinking.
3. Applying is when you use what you’ve learned in real-life situations. For example, deliberately offering an accurate reflection of feeling to a client, to express your empathy for them.
4. Analysing is about breaking things down to see how they work. You might compare ideas, notice themes, or explore the reasons behind something. 
5. Evaluating involves making judgments. You might weigh up pros and cons, critique someone’s argument, or decide which approach works best.
6. Creating is the highest level of critical thinking. This is where you put ideas together in a new way — like writing a story, designing a project, or coming up with your own theory.
Each level of critical thinking builds on the one before, helping people move from surface learning to deep, meaningful understanding.
In your ‘theoretical knowledge’ essay you must evidence depth of thinking that moves beyond surface or superficial understanding. This means demonstrating all the levels of critical thinking in your application, from remembering, understanding, applying, analysing and evaluating, through to creating, which is the defining characteristic of graduate and postgraduate academic competence.
This might appear to be a lot to achieve in one application. But it does not always require a great deal of writing to demonstrate sophisticated levels of critical thinking ability. Here is an example to illustrate how you might evidence your ability to think critically.
[bookmark: _Toc198805101][bookmark: _Toc199920799][bookmark: _Toc201231174]Critical thinking example
Let us take Carl Rogers’ assertion, from his seminal work On Becoming a Person, that:
“The degree to which I can create relationships which facilitate the growth of others as separate persons, is a measure of the growth I have achieved in myself.” (Rogers, 1961, p. 32)
We can use this statement as an example to apply the levels of critical thinking.
1. Remembering
At the most basic level, you could clearly recall Rogers' assertion and state it accurately.
E.g., “Carl Rogers argued that the success of our therapeutic relationships is a measure of our own personal growth.”

2. Understanding
To show your comprehension of Rogers’ view, you could paraphrase the quote accurately, but in your own words.
E.g., “Rogers suggests that our ability to foster growth in others is directly related to our own personal development as therapists.”

3. Applying
To show that you can apply this theory, you could then relate the theory directly to your own therapeutic practice, giving an example.
E.g., “I notice that when I am aware of and actively working on my own issues in therapy myself, I tend to build more genuine and productive relationships with my clients. An example of this is when…”

4. Analysing
To analyse Rogers’ theory, you could break down the statement into its component parts and discuss how each element contributes to the meaning.
E.g., “Rogers explicitly connects personal growth in the therapist to the ability to foster growth in clients. Here, he positions the therapist’s healing as a fundamentally important quality, implying that therapists must maintain an ongoing reflective practice to be effective.”

5. Evaluating
To evaluate Rogers’ position on the personal growth of therapists, you could assess the strengths and weaknesses of his argument.
e.g., “One strength of Rogers’ claim is that it highlights therapist self-awareness as central to therapeutic effectiveness. However, it is also possible that focusing too heavily on the therapist's growth could divert attention away from the client’s needs and experiences.”
You can also compare different theories, to provide further evaluation of their suitability. Consider Aaron Beck’s assertion below:
“Cognitive therapy seeks to alleviate psychological stresses by correcting faulty conceptions and self-signals. By correcting erroneous beliefs, we can end the overreaction.” (Beck, 1976, p. 216)
To evaluate Rogers’ position on therapist growth, you could compare it to Beck’s perspective. 
e.g., “Rogers placed emphasis on the therapist’s personal development as central to the success of therapy. In contrast, Beck’s cognitive therapy prioritised correcting cognitive errors and beliefs within the client, focusing more heavily on therapist expertise in identifying and modifying dysfunctional thoughts, rather than connecting the effectiveness of therapy to the therapist’s personal growth.”
6. Creating:
To demonstrate creativity, describe how you have developed your own informed viewpoint or therapeutic approach, influenced by Rogers, but showing your original approach in response to your work with the client.

e.g., “Drawing on Rogers’ insight about the importance of the therapist’s personal growth, I've integrated a regular meditation practice into my working day. Meditation is helping me to generate insights and self-awareness about my relationship style, and my personal life. Over time, I’ve noticed that my own emotional growth does correlate to some extent with good client outcomes, perhaps because I am able to be more present to my clients when my mind is clearer. Rogers’ principle has now become a structured part of my professional approach, and my way of being as a therapist.”
When you refer to theories in your essay, be deliberate about which level of critical thinking that you are demonstrating and ensure that you are evidencing the full range of your critical thinking capabilities.



[bookmark: _Toc199920800][bookmark: _Toc201231175]Part 3 
[bookmark: _Toc199920801][bookmark: _Toc201231176]Research knowledge – demonstrating your capability to understand and evaluate research
[bookmark: _Toc199920802][bookmark: _Toc201231177]Sub-criterion 2.2:
[bookmark: _Toc199920803]An evaluation of a published counselling or psychotherapy research article that is relevant to your practice, and how you have integrated the learning gained to enhance your practice. 
This guide will help you prepare for the sub-criterion 2.2 essay where you’re asked to critically evaluate a single research article and explain how it relates to your counselling or psychotherapy practice. 
[bookmark: _Hlk199921247]There is additional guidance on what is required to meet this sub-criterion in the Application guide for individual accreditation registered members to accredited member Route 2: Recognition of prior learning route (RPL).
[bookmark: _Toc201231178]1. Choosing a Research Article
To prepare for this submission, you must select a suitable research article from Counselling and Psychotherapy Research (CPR). It is important to select an article that is interesting to you, relevant to your practice, and which uses a research method that you understand well.
Start by selecting a research article that feels relevant to your practice. This might be because:
· It explores a topic you often work with (e.g. anxiety, trauma, relationships).
· It uses a therapeutic approach you’re interested in (e.g. person-centred, CBT).
· It raises questions or ideas that connect with your own experience as a practitioner.
Make sure the article is from a reliable source, such as a peer-reviewed journal like Counselling and Psychotherapy Research (CPR). If you’re unsure, ask your tutor or supervisor for help.
A guide to accessing CPR research articles can be downloaded here: 

When selecting the article, ensure that you possess sufficient research competence to be able to make an informed critical evaluation of the article that you have selected (including evaluating its methodology, design, implementation, contribution, limitations, and rigour). 

Remember to copy a complete citation of the article, from the CPR website.



Open ‘Tools’

[image: A screenshot from the CPR website demonstrating  where the open tools  is located]






Select ‘Export Citation’

[image: A screenshot from the CPR website demonstrating  export citation button is ]





Select and copy the complete citation

[image: A screenshot from the CPR website demonstrating  the how to cite section shown]





[bookmark: _Toc201231179]2. Summarising the Article
In your own words, describe:
· What the research was about (the topic or question it explored).
· How the research was done (what kind of study it was, who took part, and what methods were used).
· What the researchers found (the main results or conclusions).
You don’t need to use complicated language—just show that you’ve understood the article clearly and accurately.
[bookmark: _Toc201231180]3. Evaluating the Research
This is where you think critically about the article. Ask yourself:
· What was useful or interesting about this research?
· What were its strengths? (e.g. clear focus, good sample size, practical relevance)
· What were its limitations? (e.g. small number of participants, only one type of client, not enough detail)
You don’t need to be an expert in research methods—just show that you can think about what makes a study strong or weak, and how that affects its usefulness.
For more information on how to evaluate research, please read BACP’s factsheet Critically Appraising Research.
[bookmark: _Toc201231181]4. Linking the Research to Your Practice
This is a key part of your essay. Explain:
· Why you chose this article—what made it feel relevant to your work?
· What you learned from it—did it confirm something you already do, or give you a new idea?
· How it has influenced your practice—have you changed anything, or thought differently about a client or issue?
Be specific and give examples from your own experience where possible.

[bookmark: _Toc201231182]5. Structuring Your Essay
A clear structure will help your reader follow your thinking. Try this simple format:
· Introduction: Say which article you chose and why.
· Summary: Describe what the article was about and what it found.
· Evaluation: Discuss the strengths and limitations of the research.
· Application: Explain how the research has influenced your practice.
· Conclusion: Summarise what you’ve learned and how it matters to your work.
[bookmark: _Toc201231183]6. Writing Tips
· Use clear, simple language—you don’t need to sound “academic” to be taken seriously.
· Write in the first person when talking about your own practice (e.g. “I found this article helpful because…”).
· Keep your paragraphs focused—each one should have a clear point.
· Use APA referencing to show where your ideas come from. There is more information about referencing later in this handbook.
[bookmark: _Toc198805104]
[bookmark: _Toc199920804][bookmark: _Toc201231184]Suggestions to develop your research knowledge
If you haven’t completed a practitioner training that included research, it is possible that you’ll need to develop competence and confidence understanding and evaluating research.
This handbook cannot prescribe a specific training plan for you, because you’ll need to tailor your learning to your own areas of development. However, in the below section, you’ll find some suggested activities that might support you in building your research capabilities.
[bookmark: _Toc201231185]Deepen your knowledge and understanding of research practice and theory
1. Read introductory books on counselling research, such as: 
McLeod, J. (2022). Doing research in counselling and psychotherapy (4th ed.). Sage.
McLeod, J. (2025). An introduction to counselling and psychotherapy: Theory, research, practice and social purpose (7th ed.). Open University Press.
Bager-Charleson, S., & McBeath, A. (2023). Supporting research in counselling and psychotherapy: Qualitative, quantitative, and mixed methods research. Sage.
Bager-Charleson, S., & McBeath, A. (Eds.). (2020). Enjoying research in counselling and psychotherapy: Qualitative, quantitative and mixed methods research. Palgrave Macmillan.
​Aveyard, H., Payne, S., & Preston, N. (2016). A post-graduate’s guide to doing a literature review. Open University Press.
Braun, V., & Clarke, V. (2014). Successful qualitative research: A practical guide for beginners. Sage.
Vossler, A., & Moller, N. (Eds.). (2015). The counselling and psychotherapy research handbook. Sage.
Tip! Join your local library to access books on loan and reduce costs. Many universities also offer guest membership to their library for a fee.
2. Use BACP research resources and good research practice resources, most of which are free for members to access. A range of materials are available, including written guides, discussion panels, and videos.
3. Attend the annual BACP Research Conference, either in person or online, or via on-demand videos.
4. Use the search engine EBSCO (one of your BACP membership benefits) to find published research on a range of counselling and psychotherapy topics.
5. Regularly read Counselling and Psychotherapy Research (CPR), an international peer-reviewed research journal available free to BACP members, to access high-quality and relevant research.
6. Read the BACP Good Practice in Action research overviews, as examples of focused literature reviews
7. Subscribe to another counselling research journal such as:
Psychotherapy Research
British Journal of Guidance and Counselling
Psychotherapy and Politics International
Journal of Counselling Psychology
Pluralistic Practice
8. Access both free and paid research resources and workshops in the BACP Learning Centre.
9. Make use of online resources, such as YouTube tutorials on research methods and statistical analysis, which can make complex topics more accessible.
[bookmark: _Toc199920805][bookmark: _Toc201231186][bookmark: _Toc198805108]Part 4 
[bookmark: _Toc199920806][bookmark: _Toc201231187]Presentation and formatting
[bookmark: _Toc198805109][bookmark: _Toc199920807][bookmark: _Toc201231188]Structuring your essays
A clear structure to your essay will help demonstrate your understanding of therapeutic ideas and how they connect to your practice. A well-organised essay makes it easier for assessors to follow your thinking and recognise your professional competence.
Here’s a practical, step-by-step approach to structuring your essay. 
[bookmark: _Toc201231189]1. Prepare your materials
Before you start writing, review your notes and identify the key ideas that you want to discuss. Think about how each theory connects with your own therapeutic experience, and how you can refer to these theories in a way that will help you to answer the essay question.
[bookmark: _Toc201231190]2. Decide on an essay structure
An effective essay structure typically has three clear parts:
· Introduction
Briefly explain your topic and clearly state what your essay aims to show.
· Main Body
Organise your main points logically. There are many ways to do this, but what is most important is that each step follows naturally from the one before. This will help your assessor to keep up with your train of thought.
· Conclusion 
Summarise your main points and state clearly how the theory informs or shapes your practice. Suggest any reflections, adaptations, or further questions this raises for you.
[bookmark: _Toc201231191]3. Write clear paragraphs and sentences
Each paragraph should have a clear point that contributes directly to your overall essay structure, narrative, or argument. Begin with a clear topic sentence that states the main idea of the paragraph. Follow with explanations, evidence from theory or examples from practice, and brief analysis. End each paragraph by summarising the main point briefly or by linking smoothly to the next paragraph.
Aim for short, clear sentences that communicate your ideas simply and clearly. Avoid overly complex language or jargon. Write as if explaining to a professional peer, keeping your sentences straightforward.
Use the first person (speak from your own experience) and an active tense (the subject of the sentence does the action). For example, instead of writing…
It is considered important by many practitioners that a non-judgemental stance is maintained within the therapeutic relationship, in order that clients may feel sufficiently safe to disclose difficult material.
          write…
I aim to stay non-judgemental so that my clients feel safe enough to share difficult experiences.

[bookmark: _Toc201231192]4. Offer clear conclusions
Clearly summarise your key points from the essay, so that your assessor knows what you consider to be most important in what you have written. Revisit your main question or argument, stating clearly what your discussion has shown, and briefly reflect on what your theoretical analysis means for your ongoing therapeutic practice. This kind of reflection demonstrates your capacity to apply theory thoughtfully and critically.
[bookmark: _Toc198805110]
[bookmark: _Toc199920808][bookmark: _Toc201231193]Referencing
When you are referring to theories or ideas that were coined or developed by an author or researcher, you should always reference their work. Referencing is a straightforward way to credit the sources you’ve used in your submission. We ask that you use the APA (American Psychological Association) system of referencing. 
[bookmark: _Toc201231194]Why reference? 
Referencing gives credit to the authors whose work you’ve used, helps readers find your sources, and adds credibility and authority to your own writing. Using correct referencing adds credibility and authority to your writing. By following APA style, you ensure consistency and clarity in your referencing.
Here are the most common types of publication that you may use in your submission, with instructions for formatting the citations correctly. We illustrate the formatting style with fictional examples.
[bookmark: _Toc201231195]Elements of APA style 

1. [bookmark: _Toc201231196]In-text citations 

These appear in the body of your work and briefly identify the source of information.

Format: (Author, Year)

Examples:

If you include the author’s name in the sentence, place the publication year in brackets immediately after the author’s name:

Brown (2025) emphasises the importance of ethical practice.

If you don’t use the author’s names directly, cite the author and publication year at the end of the sentence.

A recent study highlights the importance of ethical practice (Brown, 2025).

	If you are quoting a writer directly, include a page number in your citation:

 		“Ethical practice inspires trust" (Brown, 2025, p. 45).

When citing multiple co-authors for the same publication, use this formatting:

Two authors: Smith and Brown (2022) emphasise that trust is a key aspect of ethical practice.
Three or more authors: Taylor et al. (2019) found that clients place high importance on trust.
	
	When citing more than one publication, list them separately:

Several studies have highlighted the importance of trust in ethical practice (Brown, 2025, Smith & Brown, 2022, Taylor et al., 2019).

2. [bookmark: _Toc201231197]Reference List 

This appears at the end of your document and provides full details of all the sources cited in your work. List every source that you cite, listing them in alphabetical order.

Format: Author(s). (Year). Title of the work. Source (e.g., Publisher, DOI).

Example (book):

Format: Author(s). (Year). Title. Publisher.
Brown, Z. (2025). Ethics in practice. Ethical Press.

Example (chapter in an edited book)

Format: Author(s). (Year). Title of chapter. In Editor(s) (Ed.), Book Title (pp. xx–xx). Publisher.

James, P. (2017). Working with trauma. In R. Patel (Ed.), Trauma therapy insights (pp. 45–70). Practice Publications.

Example (journal article):

Format: Author(s). (Year). Title of article. Title of Journal, Volume (Issue), page range. DOI or URL.

Smith, A., & Brown, Z. (2022). Ethical decision-making in teams. Journal of Ethics, 15(3), 45- 59. https://doi.org/10.1234/joe.2020.5678 

Example (website):

Format: Organisation or Author(s). (Year). Title of webpage. Retrieved Date, from URL.

NHS. (2022). Trauma-informed care in health services. Retrieved January 10, 2025, from https://www.nhs.uk/coproduction 

Check that every in-text citation has a corresponding reference in your reference list (and vice versa). By using these guidelines, you’ll create clear, consistent, and professional references. 

If you ever feel unsure, you can consult the official Publication Manual of the American Psychological Association (7th ed.).



[bookmark: _Toc201231198]Formatting your document 
 
1. Document Format 
· Use the template provided and save your essay as a Word document (.doc or .docx)
· Use margins (2.54cm / 1 inch on all sides). 
 
2. Font and Spacing 
 
· Use a clear, readable font like Arial, Calibri, Trebuchet, or Times New Roman. 
· Font size: 12 point. 
· Use 1.5 or double line spacing to keep it easy to read. 
· Align your text to the left (not justified) and use paragraph breaks between each paragraph. 
 
3. Headings and Subheadings 
· You can use the sub-criteria as your headings/subheadings to structure your work if it helps. Alternatively, you can use simple headings of your own (e.g. Introduction, Theory 1, Application to Practice, Conclusion), provided you cross-reference to the sub-criteria throughout your work to show where you have included the corresponding relevant evidence 
· Keep headings consistent in size and style. 
 
4. Word Count 
· You must stay within the word count limit given for each criterion e.g. up to, but no more than 1,500 words. 
· Include the final word count at the end of your essay (excluding references). 
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