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Preparing for Audit:
You will need to refer to the following documents before and during completion of your
Audit Profile. You would be advised to download or print them for easy reference:

➢ Profile Guidelines
➢ Guide to Reflection
➢ Code of Professional Conduct
➢ Professional Standards Note: All available at: www.hpset.org.uk/profiling

Browser
Before opening your Profile Form, it is advisable to check that you are using an up-to-date Browser such as 
Google Chrome or Microsoft Edge.

Saving
➢ It is important to regularly save any updates to your form as you work through the different sections.
➢ Longer periods without saving, or time away from the computer, could result in a loss of information 

due to the session expiring or a temporary break in connection.
➢ You may wish to keep a backup copy of longer sections of text in a separate document, should a 

break in connection occur.

Important information

http://www.hpset.org.uk/profiling


Navigate to www.hpset.org.uk

Log in using the panel located in the top right corner
of the home page

➢ Enter Username & Password
➢ Click ‘Log in’

 ‘Forgotten password’  link
opens a new form if needed:

Forgotten username link opens the following if needed:

Note: You need to use the email address which HPSET has on record 
for you. Please check your Spam/Junk folder if the reset link does to 
appear in your Inbox.

Logging in



Navigate to your Audit Profile by clicking on the relevant 
button. The Audit Profile page comprises:

AUDIT PROFILE - Instructions

PROFILE STATUS
(not to be confused with ‘Registration Status’)

PROFILE FORM

PROFILE ASSESSMENT RECORD

Audit Profile Page: Summary



Audit Profile Page: Audit Profile | Profile Status

AUDIT PROFILE
General guidance →

Click to expand and read the
confidentiality notice

→

PROFILE STATUS
Notification area

→

Check here to find out when 
you need to submit your 
profile, and to monitor its 
status following submission.



Page layout
Progress bar →

Navigation shortcuts →

Major sub-section title →
Sub-section title →

Field entries →

When opening a saved form, it may
take several moments for the form
to repopulate.

Previous/Next sub-section links →

Audit Profile Page: Profile Form



Proceed through the form sections

Read the guidance carefully
before you complete the form →

Hover over the i icons to use
the information bubbles →

Note the word count/guide, especially
if copying/pasting as excess text could 

be omitted or cause other problems →

Images must not be inserted
anywhere into the form →

Audit Profile Page: Completing the form



Saving
It is important to save your form 
entries as you progress through the 
form. Longer periods without 
saving, or time away from a 
computer, could result in a loss of 
information due to the session 
expiring or a temporary break in 
connection.

Save Progress button →
After clicking, you will receive a 
‘processing’ message and should
not close the form or log out until 
complete.

→

Choose ‘Yes’ to enable
‘Submit profile’ sub-section

Audit Profile Page: Review and Save



Be sure that you are 
ready to submit your 
Profile for assessment 
before clicking ‘Submit 
Profile’

Checkbox confirmation  
(must be checked) →

Submission →

Audit Profile Page: Declaration and Submission



Back in the: Audit Profile, 
PROFILE STATUS should be updated initially with:

UNDER ASSESSMENT

You will be advised to contact the Registration 
Coordinator if your profile status has not been updated 
within 6 weeks.

Audit Profile Page: Confirm profile status



After submitting, the date of profile submission should be 
displayed in the User Area under the Required Registration 
Details section.

See ‘Profile submitted date’

→

User Page: Confirm submission



Once assessed, one of the following will appear:

PROFILE APPROVED

➢ Use the PROFILE ASSESSMENT RECORD to read the feedback.

PROFILE DEFERRED

➢ Use the PROFILE ASSESSMENT RECORD to read the feedback.
➢ Use the PROFILE FORM to amend and resubmit the profile.

Audit Profile Page: Summary



Audit Profile Page: Profile Assessment Record

To view submission or assessment feedback, 
click the folder icon and enter your four digit 
Registration Number as the password when 
prompted.



HPSET
‘Setting the standard of excellence 
in provision of play and recreation 
in health care.’


