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[bookmark: _Toc84611043][bookmark: _Toc89326544][bookmark: _Toc111016041]Introduction
The ICB has a responsibility to ensure that professional standards are met at all times and recognises the importance of conducting both pre and post-appointment checks for all staff directly employed or working on behalf of the ICB.  This ensures that the ICB meets its legal obligations and, as appropriate, existing employees are registered with the relevant regulatory/professional body in order to continue to practise.
[bookmark: _Toc89326545][bookmark: _Toc111016042]Purpose / Policy Statement 
For the purposes of this policy, the term “professional registration” refers to all posts which require individuals employed or engaged by the ICB to be qualified in their field and to maintain registration with their respective professional bodies. 
The policy aims to ensure that all staff required to be statutorily registered or organisationally registered (as a requirement of their role) with a professional body in order to practice their speciality/field are fully aware of their contractual obligations to be registered. 
This policy also sets out roles and responsibilities, monitoring arrangements and the procedure and implications for lapsed registration. 
Where there is a requirement for individuals to comply with professional bodies’ revalidation processes, this policy should be read in conjunction with the ICB’s policy on revalidation.  
[bookmark: _Toc111016043][bookmark: _Toc89326546]Scope
[bookmark: _Hlk101789503]In accordance with NHS Employment Check Standards the ICB will ensure that professional registration checks are undertaken where applicable for every prospective employee and employees in on going employment. 
This includes: 
· Permanent staff.
· Staff on fixed term contracts.
· Volunteers.
· Students. 
· Trainees. 
· Independent contractors. 
· Agency workers. 
· Office holders.
[bookmark: _Toc111016044]Definitions
Professional Registration – Registration with the regulatory body. 
Regulatory/Professional Body – an organisation that has been legally designated as a regulator of a profession. 
Registered Healthcare Professional – a person who has, following education and examination, been granted permission to work in a legalised position and is recorded with the registered body for their profession as competent and able to practice.  
[bookmark: _Toc89326547][bookmark: _Toc111016045][bookmark: _Toc84611047]Roles and Responsibilities
[bookmark: _Toc84611048][bookmark: _Toc111016046]Integrated Care Board
The ICB Board is accountable and responsible for ensuring that the ICB has effective processes for the management of professional registration in accordance with relevant legislation and best practice guidance.
[bookmark: _Toc111016047]Chief Executive  
The Chief Executive is accountable for the policy and procedure being in place to ensure fair and equitable approach to professional registration. 
[bookmark: _Toc84611052][bookmark: _Toc111016048]Policy Authors
Policy authors are responsible for ensuring that this document is updated when any changes are made to the NHS Employment Check Standards and/or legislation for professional registration.     
[bookmark: _Toc84611054][bookmark: _Toc111016049]Executive Chief People Officer
The Chief People Officer oversees the implementation of this policy and is responsible for ensuring that managers take action to meet the organisation’s obligations to ensure equity and consistency.
[bookmark: _Toc111016050]Line Managers 
Managers are responsible for ensuring that proof of professional registration has been confirmed as part of pre-employment checks prior to any individual commencing work with the ICB. This includes those directly employed by the ICB as well as those engaged as contractors or through agencies. 
Managers will be made aware when a ICB employee is due to renew their professional registration via an Electronic Staff Record (ESR) workflow notification and it is the manager’s responsibility to ensure that this is raised with the individual and that the renewal is carried out before membership lapses. 
Managers must ensure that evidence of renewal is provided to the HR team for those who are not clinical and therefore not checked through the ESR interfaces e.g., HR and Finance.
Where a manager is aware that an individual’s registration has lapsed, or circumstances have changed it will also be their responsibility to inform the Human Resources to ensure that an appropriate course of action is taken.
It is essential that all agencies with whom the ICB engages fully meet all legal and regulatory requirements. Where possible, only those agencies which are on the Collaborative Procurement Partnership or Crown Commercial Services frameworks should be used when engaging agency staff; these organisations have been required to confirm that they will check professional registrations both at the appointment stage and on an ongoing basis throughout the agency worker’s engagement.  In the event of a supplier not fulfilling these obligations, the ICB will terminate any agreement with that agency with immediate effect.

[bookmark: _Toc84611055]Should an Agency that is not on the Collaborative Procurement Partnership or Crown Commercial Services frameworks be used, the appointing ICB manager should seek confirmation from the Agency that they will undertake pre-employment checks in accordance with NHS Employment Check Standards, including professional registration checks, and that professional registration checks are carried-out throughout the agency worker’s engagement.
[bookmark: _Toc111016051]All Staff
It is ultimately the responsibility of all those who require professional registration in order to practise to: 
Ensure they are registered with the appropriate professional body and that their registration remains current at all times. They must also abide by their professional code of conduct.
Disclose to the organisation any conditions, disruption, or changes to their registration at the earliest available opportunity. 
Provide evidence that their registration has been renewed in accordance with the procedure on request to a member of the HR Team, ICB Manager or Agency.
Keep their relevant professional body informed of changes to personal details for example, name, address, or status, to ensure internal records are accurate and up to date and routine renewal advice is received.
Retain documentation relating to their registration where it can be readily accessed.
[bookmark: _Toc111016052][bookmark: _Toc84611056][bookmark: _Toc89326548]Principles 
[bookmark: _Toc111016053]Roles requiring Professional Registration 
In order to protect the public and ensure high standards of clinical practice it is a legal requirement that the ICB may only employ registered practitioners in qualified clinical positions. This includes the following posts that have been accepted onto the register of the statutory regulatory bodies outlined in the NHS Employment Check Standards: 

Doctors – the General Medical Council (GMC).
Nurses and Midwives – the Nursing & Midwifery Council (NMC).
Allied Health Professionals, biomedical and clinical scientists, hearing aid dispensers, practitioner psychologists and social workers – The Health & Care Professionals Council (HCPC). 
Pharmacists and pharmacy technicians – The General Pharmaceutical Council (GPhC).
Dentists, dental nurses, dental technicians, dental therapists, dental hygienists, orthodontic therapists, and clinical dental technicians – the General Dental Council (GDC). 
Opticians and optometrists – the General Optical Council (GOC).
Osteopaths – the General Osteopathic Council (GOSC).
Chiropractors – the General Chiropractic Council (GC).

The ICB extends the requirement for professional registration to employees in certain non-clinical roles as defined by the organisation, for example some Finance and Human Resources roles. 

The Job Description and Person Specification will specify where a post (clinical or non-clinical) requires professional registration to be in place and maintained. 

All ICB employees are responsible for maintaining their registration with their relevant professional body.

Individuals who are not directly employed by the organisation (e.g., independent contractors, agency workers), but who nevertheless are engaged in work that requires professional registration, must also hold a current registration and provide evidence of this to the ICB and/or the Agency through whom they are engaged upon request. 

The ICB will decide on a case-by-case basis if any conduct or disciplinary investigation should be brought to the attention of a professional body prior to any hearing under its policies. This will depend on the severity of any allegation and the relevance to the professional status.  Reference should be made to the Managing Investigations Guidelines and the Disciplinary Policy. 
[bookmark: _Toc111016054]Alerts
[bookmark: _Toc111016055]Alert Notifications
Alert notifications are sent to all NHS bodies to make them aware of a doctor or other registered health professional whose performance or conduct could place patients or staff at serious risk. Alert letters are communicated to NHS bodies for those health professionals who are regulated by one or more of the following regulatory bodies: 

General Medical Council. 
Nursing and Midwifery Council. 
Health and Care Professionals Council.
General Dental Council. 
General Optical Council. 
The General Pharmaceutical Council (GPhC). 
General Chiropractic Council.
General Osteopathic Council. 
[bookmark: _Toc111016056]Process 
The HR Team will manage Alert Letters according to Healthcare Professionals Alert Notice Directions 2006, transferring alert letter details to a secure database which will then be cross-referenced against job offers to registered health professionals with the relevant professional body. 
[bookmark: _Toc111016057]Pre-employment/Engagement 
[bookmark: _Toc111016058]Employees/Office Holders 
All successful candidates who have a professional registration with a professional or regulatory body in the UK or another country relevant to their role are required to provide documentary evidence of up-to-date registration prior to appointment i.e., the professional registration number so that these can be checked using the appropriate online register (where available) or up to date certificate. 

The HR Team will check with the relevant regulatory body (where the facility exists e.g. GMC, NMC, HCPC, GPhC) against information the candidate has provided to determine that the registration is valid and then confirm this to the recruiting manager along with all other pre-employment checks carried out.  
Where the HR Team are unable to gain evidence of a prospective employee’s professional registration, the recruiting manager will be informed and consideration of withdrawal of offer will be discussed.  
This policy should be read in conjunction with the Recruitment and Selection Policy.  
[bookmark: _Toc111016059]Contractors/Agency Workers 
Where the ICB engages the services of a contractor or agency worker the ICB will require proof of professional registration before the commencement of any assignment.  

Contractors will be required to provide proof of professional registration along with other required documentation before any period of work can be undertaken.  All 	registrations will then be checked by HR on-line with the relevant professional body and recorded on file.

Where the ICB will be engaging the services of an agency worker the Agency will be required to confirm that all pre-employment checks have been carried which includes verification of any required professional registration before the commencement of any assignment. 
This policy should be read in conjunction with ICB guidelines on temporary staff available on the ICB intranet.  
[bookmark: _Toc111016060]Procedure for Monitoring Registration 
[bookmark: _Toc111016061]Procedure 
HR will monitor professionally registered ICB employees on behalf of the ICB and run monthly reports to highlight where professional registrations are due to expire imminently or have expired.  
Managers and employees will receive reminders of professional registrations due to expire at 4 months and 1 month via ESR workflow notifications 
HR will maintain employees’ professional registrations and their expiry dates on ESR.  Where staff have a clinical registration, this is automatically updated onto ESR via an interface. 
HR are responsible for recording the renewal date of professional registrations and checking registrations on-line with the relevant body for all individuals who are engaged directly as contractors or through agencies.  HR will then ensure that renewal of registration takes place before it lapses and retain a record of the renewal on file. This should be via the agency for agency workers or from independent contractors who have been directly engaged by the ICB.

Proof of registration must be provided by all individuals to their line manager and/or the HR team as soon as registration has been renewed, where it has not been possible to ascertain this information via a direct check of the relevant regulatory bodies’ website.

The line manager must deal with any lapses as per the procedure set out under the Procedure for Lapsed Registrations below. If the information reporting that a registration has lapsed proves to be incorrect, the line manager/individual must provide updated information to the HR Team as soon as possible, including proof of registration.
[bookmark: _Toc111016062]Procedure for Lapsed Registrations 
[bookmark: _Toc111016063]Contractual Obligations 
Lapsed registrations amount to a breach of terms and conditions of employment / office holder status and as such failure to maintain professional registration and comply with the requirements of the registration may result in disciplinary action for an employee which could lead to dismissal or the termination of an office holder, agency worker or independent contractor’s contract.   

Any cases of lapsed registrations will be recorded and kept on file.

Following consideration of the circumstances, the ICB may report instances of staff practising without registration to the relevant professional body.   
[bookmark: _Toc111016064]Lapse Identified – Clinical Staff 
When it is identified that an individual’s registration has lapsed, or is about to lapse the Line Manager and/or HR must take immediate action in accordance with this procedure. Immediate actions will include: 
Contact the individual concerned immediately. 
Ensure the person is withdrawn from undertaking the duties of a qualified clinician or professional with immediate effect. 
Discuss the options with the HR Team and individual. 
Check re-registration with the relevant regulatory body; receive proof of renewal to evidence this in the HR records.
If individual is an agency worker, request proof of re-registration from the agency. 

When considering action to be taken, managers will take account of the following 	factors: 
Length of time since registration has lapsed. 
Reason(s) put forward for non-renewal. 
Whether the individual has knowingly continued to practice without registration and has failed to notify management. 
Any previous occasions when the individual has allowed their registration to lapse. 
Whether the individual has attempted to conceal the fact that their registration has lapsed. 
The individual’s status, i.e., employee, contractor, or agency worker
If formal action is considered necessary, the manager in consultation with a HR representative should take the following steps: 
Commence an investigation under the Disciplinary Policy which may lead to disciplinary action being taken. 
Immediately suspend the employee from duty under the Disciplinary Policy – suspension will be without pay as they are unable to perform duties in a role that requires registration.  
There is no obligation on the ICB to provide alternative employment.  However, it may be feasible to consider transferring the individual staff member to another area within the organisation that offers a non‑patient contact role or a role that does not require professional registration on a temporary basis.  This would be dependent on the skills and experience of the staff member and there would be no guarantee that the same level of remuneration would be received during this time.   All decisions made will be on a case-by-case basis.
Should the employee successfully re-register with their professional body during the suspension, they may be returned to duty.  However, there will be no reimbursement of salary for the time suspended due to lapsed registration.  
In the event of successful registration, the ICB reserve the right to continue to investigate the matter under the Disciplinary Policy.  
If a contractor or agency worker, suspend working without pay or consider termination of contract.  A lapsed registration may constitute a breach of the terms and conditions agreed with the contractor or Agency. If a contractor’s registration has lapsed and they are found to be in breach of their terms and conditions, there is potential for recourse to be sought through their professional indemnity insurance; advice should be sought from HR in these circumstances.  
[bookmark: _Toc111016065]Lapses Identified – Non-Clinical Staff 
When it is identified that an individual’s non-clinical registration has lapsed the Line Manager and/or HR must take immediate action to understand why the registration has lapsed and the impact this will have on the individual carrying out their role.  	
Managers should consider the circumstances on a case-by-case basis in conjunction with the HR Team before any action should be taken.  It may be a case that the individual is ‘safe’ to continue working until registration has been renewed.
	
Where there is an obvious case that an individual has actively ceased being registered but it is a requirement for their role, an investigation may be initiated which could lead to disciplinary action which could lead to dismissal or for a contractor or agency worker, termination of their contract.
[bookmark: _Toc111016066]Lapses Identified by the Employee/Office Holder 
An individual who recognises that their registration has lapsed must take immediate action in accordance with this procedure. Immediate actions will include: 
Inform their line manager and the HR Department immediately. 
Re-register with the professional body. 
Withdraw from clinical/professional practice with immediate effect in discussion with their manager or an alternative manager if the direct line manager is unavailable. 
Provide proof of renewal to the manager. 
Provide proof and clarification of PIN number if there is a discrepancy in data. 
[bookmark: _Toc111016067]Investigation into Lapsed Registrations 
An investigation into the lapse of registration may be necessary and could result in disciplinary action which could lead to dismissal. Any investigation will be carried out in line with the ICB’s policy on Managing Investigations, and/ or Serious Incident (if there has been any clinical impact resulting from the lapse or withdrawal of registration).
[bookmark: _Toc84611059][bookmark: _Toc89326549][bookmark: _Toc111016068]Monitoring Compliance
The HR Team will be responsible for monitoring that this procedure is followed and may be consulted at any stage through the process to offer advice to those involved.
Monitoring information will be published and reported as appropriate.
Should the monitoring uncover any shortfalls in the implementation of the policy, the HR team will work with the relevant management team to draw up an action plan for improvement. This action plan may include, for example:
Training for line managers
A risk assessment
[bookmark: _Toc84611060][bookmark: _Toc89326550][bookmark: _Toc111016069]Staff Training 
[bookmark: _Hlk98335098]No essential (including mandatory) learning and development requirements have been identified for any staff groups, in order to fulfil the requirements stated within this policy. 
Guidance can be sought from Human Resources team.
[bookmark: _Toc84611061][bookmark: _Toc89326551][bookmark: _Toc111016070]Arrangements For Review
This policy will be reviewed no less frequently than every two years.  An earlier review will be carried out in the event of any relevant changes in legislation, national or local policy/guidance, organisational change or other circumstances which mean the policy needs to be reviewed.
[bookmark: _Toc84611062]If only minor changes are required, the sponsoring Committee has authority to make these changes without referral to the Integrated Care Board. If more significant or substantial changes are required, the policy will need to be ratified by the relevant committee before final approval by the Integrated Care Board.
[bookmark: _Toc89326552][bookmark: _Toc111016071]Associated Policies, Guidance and Documents
Managing Investigation Guidelines. 
Associated Policies
Disciplinary Policy. 
Recruitment and Selection Policy. 
[bookmark: _Toc89326553][bookmark: _Toc111016072]References
NHS Employment Check Standards.
[bookmark: _Toc89326554][bookmark: _Toc111016073]Equality Impact Assessment
The EIA has identified no equality issues with this policy.  
The EIA has been included as Appendix A.
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[bookmark: _Toc89326557][bookmark: _Toc89326561]INITIAL INFORMATION
	Name of policy: 
Professional Registration 	

Version number (if relevant):  
1.0
	Directorate/Service: 
People Services 

	Assessor’s Name and Job Title: 
Carolyn Druce, HR Business Partner 
	Date: 
3 May 2022



	OUTCOMES

	Briefly describe the aim of the policy and state the intended outcomes for staff 

	The policy aims to ensure that all staff required to be statutorily registered or organisationally registered (as a requirement of their role) with a professional body in order to practice their speciality/field are fully aware of their contractual obligations to be registered.

	EVIDENCE

	What data / information have you used to assess how this policy might impact on protected groups?

	The ICB monitors the composition of its workforce under the nine protected equality characteristics and reports on this annually.  This information helps the ICB to assess the potential impact of its policies upon staff.

	Who have you consulted with to assess possible impact on protected groups?  If you have not consulted other people, please explain why? 

	Relevant Trade Unions have been consulted on the policy and any comments will be taken into consideration when the policy is published.


ANALYSIS OF IMPACT ON EQUALITY 
The Public Sector Equality Duty requires us to eliminate discrimination, advance equality of opportunity and foster good relations with protected groups.   Consider how this policy / service will achieve these aims.  

N.B. In some cases it is legal to treat people differently (objective justification).

· Positive outcome – the policy/service eliminates discrimination, advances equality of opportunity and fosters good relations with protected groups
· Negative outcome – protected group(s) could be disadvantaged or discriminated against
· Neutral outcome  – there is no effect currently on protected groups
Please tick to show if outcome is likely to be positive, negative or neutral.  Consider direct and indirect discrimination, harassment and victimisation.
	Protected
Group
	Positive
outcome
	Negative
outcome
	Neutral
outcome
	Reason(s) for outcome

	Age
	
	
	x
	Professional registration is a statutory requirement for clinical professions and is detailed in the Person Specification for other roles.  

	Disability
(Physical and Mental/Learning)
	
	
	x
	

	Religion or belief
	
	
	x
	

	Sex (Gender)
	
	
	x
	

	Sexual 
Orientation
	
	
	x
	

	Transgender / Gender Reassignment
	
	
	x
	

	Race and ethnicity
	
	
	x
	

	Pregnancy and maternity (including breastfeeding mothers)
	
	
	x
	

	Marriage or Civil  Partnership
	
	
	x
	



	MONITORING OUTCOMES

	Monitoring is an ongoing process to check outcomes.  It is different from a formal review which takes place at pre-agreed intervals.

	What methods will you use to monitor outcomes on protected groups?

	It is anticipated that any issues in respect of the implementation of the policy will be identified as a result of staff exercising their right of appeal or via the ICB’s
Grievance Procedure. 



	REVIEW

	How often will you review this policy / service? 

	Every 2 years as a minimum and earlier if there are any significant changes in legislation, policy or good practice.

	If a review process is not in place, what plans do you have to establish one?

	N/A
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