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NEAP AC PORTFOLIO APPLICATION PROCESS 

The submission of an AC Portfolio entails substantial work and can take between 6 

months to 2 years to prepare. Once received by NEAP associated processes including 

pre Panel scrutiny, further revision of content and final AC Panel review can take an 

additional 3.5 months to complete.  

AC portfolio submissions must follow the prescribed NEAP content format and be 

submitted in a ring binder. Portfolios which are incomplete or breach current statutory 

data protection regulations will be automatically returned to an applicant, and will not 

undergo initial scrutiny or Panel review. Only portfolios that have undergone initial 

scrutiny and completion of recommended adjustments will be put forward to the Panel. 

The Panel can only consider applications that are complete, applicants have 

responsibility for providing all evidence. 

NEAP’s AC portfolio review meetings are held 6 times a year in January, March, May, 

July, September and November. There is a limit of 4 portfolios that can be reviewed 

at any one meeting. The NEAP Approvals Manager acts a qualitative gatekeeper for 

the Panel and portfolios will only be put forward for Panel review when they are 

considered to be suitably prepared.  

The following outlines the stages of NEAP’s AC portfolio application process. 

1. Initially applicants should submit a single complete portfolio for a qualitative 

administrative scrutiny check. Submissions should be forwarded to the NEAP office 

at least 2 months in advance of a scheduled AC review meeting to facilitate full 

preparatory scrutiny by the NEAP team and to enable the applicant to complete 

any required adjustments.  

 

2. Once a portfolio is received by the NEAP office the applicant will be sent an email 

acknowledgement. 

 

3. Within a calendar month of the initial submission the applicant will receive written 

comprehensive scrutiny feedback from the NEAP Approvals Manager, and related 

advice including the date of the next AC portfolio review meeting. At this stage 

applicants generally have their portfolio returned for recommended adjustments to 

be completed.  
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4. Once suitably prepared NEAP requires the submission of two copies of a portfolio 

no later than two weeks in advance of a scheduled review meeting.  

 

5. When a portfolio is accepted for review at a scheduled AC portfolio meeting the 

applicant will receive emailed acknowledgement.  

 

6. At the AC portfolio meeting the application will be reviewed and benchmarked by 

two Panel members. At this stage it is not uncommon for the reviewing Panel 

members to request further evidence to satisfy a decision regarding demonstrated 

AC competence. 

 

7. If the Panel members feel the portfolio has demonstrated the required competence, 

and further evidence is not required, it can take a further 6 weeks after the Panel 

review meeting before an applicant receives an emailed outcome letter.  The Panel 

Chair is required to review every submitted AC portfolio to complete final scrutiny. 

 

8. When an applicant has received a final outcome letter the portfolio review process 

is complete. NEAP will retain one copy of the applicant’s AC portfolio which is 

archived by the Department of Health and Social Care, and the other copy will be 

returned to the applicant. 

 

9. The applicant holds responsibility to inform NEAP as to known application delays 

or of their decision to withdraw a portfolio submission. Where an applicant has had 

no further contact with NEAP and their AC portfolio application has not progressed 

to completion within one year, either because an application was not submitted to 

an AC portfolio review meeting or due to outstanding evidence, NEAP will 

automatically archive dormant applications.   

 

 

 


