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NEBOSH Learning Partner application
guide

This is a step-by-step guide to completing the NEBOSH application process to become
a Learning Partner.

This section covers the initial application process in the NEBOSH Learning Partner
Portal at: hub.nebosh.org.uk/LearningPartnerPortal

1 Visit the Learning Partner Portal or follow the link provided in your Welcome
email.

2 Please change your password, ensuring it meets the complexity requirements
specified, to log into the Learning Partner Portal.

Made with Scribe - https://scribehow.com 1


https://hub.nebosh.org.uk/LearningPartnerPortal
https://hub.nebosh.org.uk/LearningPartnerPortal

3 Welcome to the NEBOSH Learning Partner Portal.

To start the initial application process, click the 'New Application' button.

4 Choose the type of qualification you are applying for and click next.

*If this is your first application, you will only be able to choose from Award and
Certificate level qualifications.
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5 Choose the qualification you are applying for and click 'Next'.

6  Select the Language/s and Modes of Study you want to deliver, then click ‘Next'.
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Review the name and address details displayed, and enter any missing
information, then click 'Next'.

& Alert! If you are not the primary contact for this application you will not be able to
proceed.

NB: If you are not the primary contact, select 'No' on the screen below and enter
the contact details of the correct primary contact. NEBOSH will contact them so
they can complete the application.
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8 Are you the primary contact for the application? If so, select 'Yes', then click 'Save
& Next'.

9 Review these details. Please ensure all fields relevant to your organisation and all
mandatory fields are completed.
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10 Upload your company registration certificate by clicking 'Upload Files'.

11 Click 'Done".

Made with Scribe - https://scribehow.com



12 Click 'Save & Next'.

13  Complete the details relating to your organisation on this screen.

Enter the date your organisation began operating in the following format - e.g. 31
Dec 2024 - or click the calendar icon and select the date from the calendar
displayed.
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14  Enter your annual turnover in GBP.

15  Enter the your training operations' gross revenue in GBP.

Made with Scribe - https://scribehow.com



16 Please submit your accounts for the last two years by clicking 'Upload Files'.

NB: These can be in any currency - they do not need to be in GBP.

17 Click 'Done".
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18 Click 'Save & Next'.
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& Alert! If training is your core business select 'Yes' and move onto the next
question.

If training is not your core business select 'No'; another question box will appear.
Please enter a date to indicate how long your training arm has been operating for.

19  Once you have completed the form, click 'Save & Next'.
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20 In the first year of accreditation, NEBOSH does not accept applications for
Diploma-level qualifications. If you would be interested in delivering Diploma-level
qualifications in the future, please select 'Yes'. If not, please select 'No'.

21 Click 'Save & Next'.
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22  Fillin the number of learners you are forecasting for the next 3 years.

Click 'Save & Next'.

& Alert! Please be aware that submitting this application creates a binding contract
between your organisation and NEBOSH.
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23  To submit your application please tick the box and click 'Submit'.

Thank you for submitting your initial application. NEBOSH will review the
24 D e
application and contact you by email to inform you of the outcome.
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How to submit a Learning Partner Full
Application

If your initial application is approved by the NEBOSH panel, you will receive an email
notification. This will invite you to submit a Full Application online in the Learning
Partner Portal.

This section provides step-by-step guidance for submitting a Learning Partner Full
Application online in the Learning Partner Portal. It includes tips and information on

the necessary documentation to prepare, to help streamline the application process
and minimise errors.

1 Navigate to https://hub.nebosh.org.uk/LearningPartnerPortal/s/

Log into the Learning Partner Portal and click the notification icon to view the
message from NEBOSH.
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This shows a notification from NEBOSH confirming initial application approval and
inviting you to make a full application.

@ Tip! Once the notification icon has been clicked, it will disappear.
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4 Click to tick the box and select your application.

5 Click 'Continue Application' to proceed.
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6  Start to complete the full application.

Some of your details will be pre-populated from the information you supplied
earlier.

Please check all the information carefully and update if required. Please also
complete any missing information.
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7  Click 'Save & Next'.

8 Click 'Upload Files' to upload your owner/director ID documents.
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9 Click 'Done".

10 Add the date your organisation was incorporated by typing the date in the format
shown - e.g. 31 Dec 2024 - or clicking the date on the calendar as shown below.
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11 Click 'Save & Next'.

@ Tip! Have the following documents ready to upload to complete the next section:

* Health and Safety policy

» Equal Opportunities policy
» Complaints policy

« Data Protection policy

* Insurance documents

« Territory-specific documents, if applicable
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12 Click 'Upload Files'.

13 Select your Health and Safety policy file for upload and click 'Done'.
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14  Click to tick the box to confirm the policy has been uploaded.

15 Click 'Upload Files' again to add your Equal Opportunities policy.
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16  Upload your Equal Opportunities policy and click 'Done'.

1 Click to tick the box to confirm your Equal Opportunities policy has been
uploaded.
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@ Tip! Repeat the above instructions for:

» Complaints policy
« Data Protection policy

* Insurance documents

& Alert! Step 18 covers Territory-specific documentation relating to the following
countries:

* Dubai - KHDA

» Abu Dhabi - ACTVET

* Saudi Arabia - TVTC

* Trinidad and Tobago - ACTT

If this does not apply to you, please move to step 20 to continue.

18 Click 'Upload Files'.
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19 Upload the relevant territory-specific documentation and click 'Done".

20 Click to tick the box to confirm you have uploaded the relevant territory-specific
documents.
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21 You can only proceed once all necessary documents have been uploaded and the
relevant boxes ticked. Once this is done, click 'Save & Next'.

Tip! To complete the next step you will need have prepared your documents
containing evidence relating to all 6 principles.

@ Tip! Repeat the following 2 steps for each of the 6 principles.

Made with Scribe - https://scribehow.com

13



22 Click 'Upload Files'.

23 Select your document relating to Principle 1 (2, 3, 4, 5 or 6), upload it and click
'Done'.
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24  After the document for Principle 6 has been uploaded click 'Save & Next'.

@ Tip! During the next steps, you will assign staff roles to yourself and your staff.

Please note that the following staff roles are mandatory and will need to be
assigned: Business Development, Communications Coordinator, Finance, Head of
Learning Partner, Marketing, Lead Tutor / Tutor.
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25 Read the information screen showing all the available staff roles and the contact
details you will need, then click 'Save & Next'.

26 Click here to select yourself and add your staff role(s).
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27  Click 'Edit'.

28  Click to tick the boxes to add your staff roles and click 'Save'.
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@ Tip! To add additional staff and assign roles to them click the button shown on the
screenshot below.

& Alert! You must add a Tutor or Lead Tutor to your application.

29 Click 'Add Staff'.

Tip! An additional section will appear when you select Lead Tutor or Tutor. This
section asks you to download the CV template.

For Tutors and Lead Tutors you must:
» Download the CV template
» Complete the CV template with as much information as possible

* Upload the completed CV template
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30 Click to tick the Lead Tutor or Tutor box.

Click the underlined link to open the CV template in a separate browser window.

31 Click 'Download' to complete the CV template.
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32 Complete the CV template then click 'Upload Files' to add to your application.

33 Upload the CV Template file and click 'Done'.
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34 Click 'Next' to save your record.

Tip! Repeat the above steps for each staff member you wish to include on this
application.

Made with Scribe - https://scribehow.com

27



35 When you have added all of your staff members and allocated the relevant staff
roles to them, click 'Next' to continue.

36 To add additional tutors click 'Yes' to repeat the process.

Made with Scribe - https://scribehow.com

22



37 Ifyou have added all your tutors click 'No' and 'Save & Next'.

38 Click to tick your chosen modes of study.
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39 Select your preferred payment method from the options provided.

40 Click 'Submit'.
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41 Thank you for submitting your full application. NEBOSH will review your
submission. and you will receive an email notifying you of the outcome.

Made with Scribe - https://scribehow.com

25



Follow us:

@ www.linkedin.com/company/nebosh
@ www.facebook.com/neboshofficial
¢® @NEBOSHTweets

© www.youtube.com/neboshofficial

NEBOSH

5 Dominus Way
Meridian Business Park
Leicester LE19 1QW
United Kingdom

www.nebosh.org.uk

NEBOSH, the National Examination Board in Occupational Safety and Health,
is a world leading provider of health, safety, environmental and wellbeing qualifications.
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