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Policy on a page

Summary & Aim

Key Requirements

NHS Dumfries and Galloway has a
duty to ensure that new and existing
employees are registered with a
relevant regulatory/licensing body
in order to comply with the
requirements of their employment
contract.

The purpose of this policy is to set
out the procedural steps necessary
to ensure patient safety and public
protection relating to professional
registration status of individuals
within NHS Dumfries and Galloway
at the various stages of employment.

Ensure that Line Managers and
Workforce Directorate staff within
NHS Dumfries and Galloway are fully
aware of their responsibility for
application of this policy

Ensure that employees who require
professional registration for
employment are fully aware of their
contractual obligation and
responsibility to ensure that their
professional registration is maintained
as required by their regulatory body
Set out the procedural steps
necessary for checking of professional
registration status atvarious stages of
employment

Set out the implications when an
employee allows their professional
registration to ‘lapse’

Set out the procedural steps for Line
Managers to assure employees
registration with their regulatory body.

Target Audience

Previous Names

staff within NHS Dumfries and
Galloway for whom professional

registration is a statutory requirement
for employment. This policy includes

third party contractors. Where third

party employers give an undertaking

to NHS Dumfries and Galloway
regarding the registration status of

supplementary staff, registration still

requires to be checked in line with

this policy. This policy also extends to

include the responsibility for staff to
maintain their professional
registration that are seconded from
NHS D&G to other organisations.

This Policy applies to all professional

Equality and Diversity Statement

NHS Dumfries and Galloway recognise that some communities within society are
more likely than others to experience discrimination, prejudice and inequalities. The
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Equality Act 2010 specifically recognises the protected characteristics of age,
disability, sex, race, religion or belief, sexual orientation, gender reassignment,
pregnancy and maternity, and marriage and civil partnership. The Fairer
Scotland Duty, also requires NHS Dumfries and Galloway to actively consider how
socio-economic disadvantage can be reduced when making strategic decisions.

NHS Dumfries and Galloway is committed to promoting and advancing equality,
removing and reducing discrimination and harassment and fostering good relations
between people that hold a protected characteristic and those who do not. This
applies both in the provision of services and as our role as a major employer. NHS
Dumfries and Galloway believe that all people have the right to be treated with
dignity and respect and is committed to the elimination of unfair and unlawful
discrimination practice.
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1. PURPOSE AND RATIONALE

1.1 There are a range of professional groups for whom professional
registration is a requirement for employment in the National Health Service.
These groups include Medical and Dental, Nursing, Midwifery, Allied Health
Professionals, Psychology, Biomedical/Laboratory, Pharmaceutical, and
Operating Department Practitioners staff. These groups will extend to include
Physicians Assistants and Anaesthetic Assistants upon their adoption with the
GMC in 2023. Examples are contained in Appendix A.

1.2 NHS Dumfries and Galloway has a duty to ensure that new and existing
employees are registered with a relevant regulatory/licensing body in order to
comply with the requirements of their employment contract.

1.3 The purpose of this policy is to set out the procedural steps necessary to
ensure patient safety and public protection relating to professional
registration status of individuals within NHS Dumfries and Galloway at the
various stages of employment.

1.4 Where there are concerns relating to an individual’s suitability to be on the
professional register NHS Dumfries and Galloway as an employer, will make a
decision with regard to submitting a formal referral /complaint to the professional
body. This will be carried out in consultation and with the agreement of the
relevant Director.

1.5 This Policy must be used in conjunction with national and regulatory guidance
and as well as Workforce policies and procedures in place within NHS Dumfries
and Galloway and NHS Scotland

2. POLICY AIMS

2.1 This policy aims to:

e Ensure that Line Managers and Workforce Directorate staff within NHS
Dumfries and Galloway are fully aware of their responsibility for
application of this policy.

e Ensure that employees who require professional registration for
employment are fully aware of their contractual obligation and
responsibility to ensure that their professional registration is maintained
as required by their regulatory body.

e Set out the procedural steps necessary for checking of professional
registration status atvarious stages of employment;

e Set out the implications when an employee allows their professional registration
to ‘lapse’;
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e Setoutthe procedural steps for Line Managers to verify employees
registration with their regulatory body.

2.2 ltis a criminal offence to practice as a Registered individual without
valid registration with the appropriate Professional Body and this policy
emphasises that it is each individual employee’s responsibility to
ensure their registration with a professional/regulatory body remains
current at all times

2.3 NHS Dumfries and Galloway will confirm proof of registration using the
employer confirmation services, as available, of the relevant professional body.

3. POLICY SCOPE

3.1 This Policy applies to all professional staff within NHS Dumfries and
Galloway for whom professional registration is a statutory requirement for
employment. This policy includes third party contractors. Where third party
employers give an undertaking to NHS Dumfries and Galloway regarding the
registration status of supplementary staff, registration still requires to be
checked in line with this policy. This policy also extends to include the
responsibility for staff that are seconded from NHS D&G to other organisations
to maintain their professional registration. Where NHSD&G seconds registrants
into the organisation, the home board will be responsible for revalidation and
registration arrangements however D&G will confirm active status of
professional registrants with the NMC and / or substantive Board.

3.2 Fitness to Practice is out with the scope of this policy. Where there are
concerns about an individual's professional conduct or competence, advice will
be sought initially through the individual’s line manager or Workforce
Directorate, whereby NHS Dumfries and Galloway Workforce Policies will be
adhered to in respect of ensuing investigation of complaints, capability, and/or
staff discipline issues, in line with the Once for Scotland Workforce Policies.

4. DEFINITIONS
4.1 For the purpose of this policy, the following definitions will be used:

Professional Registration: A process, which confirms that individuals meet
normal standards of competence, training, education and integrity required for
practice and ensures entitlement to engage in such practice. In addition, this
registration must be current and relevant to their area of employment.

Lapsed Registration: Where individuals have allowed their registration with the
Professional Regulatory body required for them to practice within their role, to
expire.

Title: Professional Registration

PolicyDate: May 2022

Version: 5.1

Author: Mhairi Hastings, Interim Deputy Director of Nursing Page 6 of 11
The onlv current version of this policv is on the


https://workforce.nhs.scot/

Permanent or Temporary Loss or Suspension of Registration: Where
individuals have had their registration removed, either permanently or temporarily,
by the relevant professional body, including suspension from the relevant register.

Third Party Contractors: A worker, employed via a third party organisation, with
which NHS Dumfries and Galloway may engage to supply staff on an ad-hoc basis.
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5. DUTIES / RESPONSIBILITIES

5.1 Recruitment & Selection

5.1.1 All recruitment packs for positions within NHS Dumfries and Galloway will
contain details of the professional registration required for the post. It will be the
Recruiting Manager’s responsibility to ensure that this is in place and clearly
specified within the relevant documentation. NHS Dumfries and Galloway’s job
descriptions will reflect the professional registration requirements for the post
advertised. Person specifications must also contain the requirements for
registration.

5.1.2 Application forms within Job Train will request details of membership of
Professional Regulatory body i.e. full name of organisation, registration number
and renewal date and Recruiting Managers will ensure that this information is
completed before considering for short listing.

5.1.3 Prior to the interview stage of the recruitment process, the
Recruiting Manager will ensure prospective employees are informed in
writing of the requirement to produce evidence of current registration at
the time of interview.

5.1.4 At interview, candidates should be asked if their professional
registration is up to date and if there are any pending actions by the
professional regulatory body. They will be asked to provide evidence of
registration and it will be the recruiting manager’'s responsibility to visually
inspect this andseek confirmation from the relevant professional body.

5.1.5 Offers of employment will be subject to successful candidates being
appropriately registered with the relevant professional body. The Recruiting
Manager will be required to check with the relevant professional body that the
registration is current at the time of appointment. New employees are not
permitted to commence duties without the appropriate verification of
their registration.

5.1.6 Any prospective employee who cannot, for whatever reason, supply these
details to the Recruiting Manager will not be appointed until the individual has
contacted the relevant professional body and produced documentary proof of
registration.

5.1.7 When an interviewee is awaiting examination results or completion of
required qualification, it should be made clear, usually at interview and
confirmed in writing that any offer of employment is subject to:

e Satisfactory examination results/ completion of required qualification;

e Their intentions to register
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e Production of evidence of their registration as required above prior to
confirming the appointment.

5.1.8 A Professional Registration Flowchart is outlined in Appendix B.

5.1.9 Where levels or sub categories of registration are required e.g. GMC
SpecialistRegistration, Health Visiting, and then this should be verified as above.

5.2 Management of Ongoing Registration

5.2.1The appropriate Professional Lead and professional line manager of
registered professional staff will ensure that local arrangements are in place for
systematic, regular review to ensure that renewal of registration is carried out
and checked for the relevant staff for which they are responsible.

Managers must ensure that:

e They scrutinise registration documentation and confirm registration status with
the relevant professional body on commencement of employment and review
registration prior to the annual (or alternative periods as relevant), renewal
dates.

o Details of the registration number and date of expiry are recorded via local
systems, (eESS). Appropriate and adequate records are kept of this
information. These records will be regularly reviewed and such action, as the
Line Manager feels appropriate taken to seek / obtain evidence of renewal of
registration. These records will be stored securely and be subject to Data
Protection Act requirements

« They apply the procedures outlined in this policy fairly and equitably.

e« Those individuals within their sphere of management / professional
responsibility hold the appropriate current registration during employment.

« As professionals specialise, additional qualifications necessary to undertake
specialist / expanded roles are entered in the professional register, which is
annotated accordingly, e.g. Independent Prescribing Qualification.

o Line Managers should provide regular assurance to their manager and / or
Directors, that registrations are being checked on a regular basis and escalate
immediately to their Director any failures to re-register

« Where the registering body provides an extension for revalidation or
registration, or the registering body requests evidence of revalidation and this
will impact the registration expiry the individual should report this to their line
manager immediately. The line manager on seeing evidence of this should
update eESS with the extension date provided. This will require to be
repeated when full registration is provided and evidenced.

5.3 The Individual’s Responsibility
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5.3.1 All employees for whom professional registration is a requirement for
employment have a duty to maintain their registration status during the course
of their employment with NHS Dumfries and Galloway. This includes
maintaining registration during periods of extended paid leave (maternity,
paternity, parental, sickness). As a member of a profession, the onus must be
on the individual to ensure that they:-

o Produce suitable evidence of up to date professional registration and
revalidation
o On request by their Line Manager, provide evidence that their professional

registration has been renewed in accordance with relevant regulations, when
renewal information is available.

o On request provide evidence of additional qualifications necessary to
undertake specialist/expanded roles and provide evidence that the
professional register has been annotated accordingly.

o Keep the relevant statutory body informed of changes of address, status,
name, etc., in order that records are accurate and up to date.

o Report any information to their employer which impacts on their continued
registration i.e. criminal proceedings, being subject to an investigation by the
Police or professional regulatory body.

o Pay the fees associated with new/renewal of registration.

o On receipt of / or renewal of registration, ensure that their line manager is
shown original documentation so that the registration can be verified and
copies taken for their employee file / entered on to eESS.

o Report any failure to re-register with their professional body to their line
manager immediately

o Where the registering body provides an extension for revalidation or
registration, or the registering body requests evidence of revalidation, report
to their line manager immediately.

6 PROCESS/PROCEDURES

6.1 MANAGEMENT OF LAPSED PROFESSIONAL REGISTRATIONS

It is the responsibility of the individual employee to ensure that they maintain
such registration as is necessary to enable them to practice their profession
within NHS Dumfries and Galloway.

6.2 In circumstances whereby individual members of these professions allow
their registration with their professional body to lapse, or where they have lost
their registration permanently or temporarily, it is essential that managers who
are required to deal with such situations adopt a consistent approach.
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6.3 Lapse of Professional Registration

6.3.1  Where professional registration is a condition of employment, and an
employee allows their registration to lapse, through their own actions, they are
no longer able to work in the capacity for which they are employed. They will
not therefore be permitted to work in a role which requires professional
registration. Staff, where possible, will be deployed in a suitable non
professional registered role and will be paid at the relevant band / grade for the
post they are working in, for the period of their lapsed registration. Where
redeployment is not possible, then the employee will not be paid.

6.3.2 However, in circumstances where there is evidence produced that
confirms this is an error wholly on the part of the professional registration body,
or other circumstances e.g. a major banking systems failure, or the
Responsible Officer does not verify a recommendation for revalidation within
the appropriate time scale then these will be dealt with on an individual basis
with the Line Manager and with HR support. There will be no detriment to the
employee.

6.3.3 Managers will support individuals whose registration has lapsed, to
help them to redress this, whilst at the same time, secure the safety of the
service by ensuring staff do not work in a professional capacity without valid
registration.

6.4 Loss of Professional Registration

6.4.1 When it comes to the attention of a manager that an individual member
of professional staff may not be appropriately registered, or have lost their
registration this must be fully considered, by their line manager immediately, in
line with the Once for Scotland Conduct Policy, or Once for Scotland Capability
Policy, as appropriate.  Advice should be sought from the Workforce
Department at this stage. Urgently it must be explained to the member of staff
that while they do not hold the appropriate level of registration they cannot
continue in their job and are not permitted to work in a role which requires
professional registration. This must be communicated to the employee in
writing. Notification will also be made to the Payroll Department to ensure that
individual receives appropriate payment during this period as described above.

6.4.2 During the course of considering the circumstances, the line manager
will fully explore the reason for the registration being lost or the circumstances
where an employee may have knowingly worked without registration. Action in
accordance with the Once for Scotland Conduct policy may be appropriate
having regard to the employee’s culpability in failing to renew or having lost
their registration. In circumstances which are not a conduct matter, this will be
dealt with in accordance with the Once for Scotland Capability Policy.

6.4.3  Similar considerations may also be required where there are significant
conditions placed on an employee’s registration. It is the responsibility of the
professional lead or nominated deputy to assess whether these conditions can
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be accommodated in the role which the employee is employed to do, with NHS
Dumfries and Galloway.

6.4.4  Any subsequent return to professional role and/or the resumption of
pay will be subject to the individual producing satisfactory evidence of
registration. Where the lapse has occurred through no fault of the organisation
NHS D&G will not be liable for facilitating or incurring cost of any additional
training, return to practice courses or any other necessary remedial action.
Once they are reinstated on the appropriate register, pay will be reinstated at
the appropriate band / grade from the date on which the employee resumes
registered duties. It is the manager’s responsibility to ensure that the Payroll
Department is advised without delay, to ensure that the individual is paid
correctly.

6.5 Referrals to Professional Regulatory Bodies

6.5.1 In line with this policy, whereby any decision to refer a current or former
employee to the relevant professional regulatory body, will be done so with the
agreement of the Director/ Professional Head of Service. This will be with prior
notification to the employee.

7 CONSULTATION

7.1 Consultation on the Professional Registration Policy was led by the Lead
Author and included:
e Health and Social Care Senior Management Performance and
Governance Committee
e Area Clinical Forum
e Staff Side via Area Partnership Forum

8 TRAINING AND SUPPORT

8.1 Itis the responsibility of individuals within each Profession to comply with their
Professional Body’s advice, guidance and support for maintaining
Professional Registration. Each Professional Body provides education and
learning support for this.

9 MONITORING

9.1 This policy will be subject to ongoing monitoring and evaluation to ensure
that it is being implemented fairly, consistently, effectively and in line with the
policy's stated principles and values. The policy will be subject to regular
review, in partnership, to ensure that any new standards and/or structures are
incorporated when necessary and that it remains fit for purpose.

9.2  The monitoring arrangements for this Policy are set out in the table below.
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Element to be Monitoring Reporting

monitored Methodology | Presented by Committee Frequency
Individual Directorate Each Directorate 3 monthly
Professional Level eESS Professional Management
Registrations Report Lead in Team
% effective Directorate
Total Corporate Heads of Staff Annually
professional Level Report Professional Governance
Registrations 5 | from eESS Committee
Effective

10 EQUALITY IMPACT ASSESSMENT

10.1 As part of the process for reviewing and developing this policy an Equality
Impact Assessment was undertaken, this did not highlight any issues or actions
that had to be progressed.

10.2 All Equality Impact Assessments are published on our external website,
which can be accessed by clicking here.

11 DATA PROTECTION AND CONFIDENTIALITY IMPACT ASSESSMENT

111

A Data Protection Impact Assessment was not undertaken when reviewing

this policy as the document did not review or handle confidential or personal
information.
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Professional Registration Bodies

Appendix 1

Registration Body

Regulates:

General Dental Council (GDC)

Dentists and Dental Care Professionals

General Medical Council (GMC)

Doctors

Physicians Assistants and Anaesthetic
Assistants (from 2023 when expected to be
adopted by GMC)

General Optical Council (GOC)

Optometrists, Dispensing Opticians,
Student Opticians & Optical Businesses

Health and Care Professions Council -
(HCPC)

The members of 15 health professions;

Art Therapists, Biomedical Scientists,
Chiropodists/Podiatrists, Clinical Scientists,
Dieticians, Hearing Aid Dispensers,
Occupational Therapists, Operating
Department Practitioners, Orthoptists,
Paramedics, Physiotherapists, Practitioner
Psychologists, Prosthetists/Orthotists,
Radiographers and Speech & Language
Therapists.

Nursing & Midwifery Council (NMC)

Nurses and Midwives

General Pharmaceutical Council (GPhC)

Pharmacists and Pharmacy
Technicians in England, Wales & Scotland
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Appendix 2

Professional Registration Flowchart Recruitment Process

Prior to Appointment
All agvertsfioh descriptions/job specifications must
deiail professional registration required.

A 4

Atinterview

restrictions.

Recruiting Managers must check registration details and whether there are any

all checks.

Online Verificationmust be utilised for

y

Does the employee havevalid
professional regisiration

No

l

Staff memberno longer ableto workinthe
capacity forwhichthey are employed

.

Manager shouldinvestigatereasons for lapse
and employee mustbe advisedthat they are
unable to work in current role until registration
re-instated.

Yes

Manzgers updale eESS
record including new
expiry date

The circumsiances and action

A4
The Manager should
explorereasons for lapse
and utilise Capability
Policy as appropriate

A4

A4

taken by line manager will be
passed 1o appropriate Director
and General Manager

When registration is reinstated &
evidence has been verified then
the employee returns to work and

payis reinstated.

Appendix E provides a Standard Operating Procedure to inform managers of how to undertake

reporting on OBIEE
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Appendix 3

Professional Registration Flowchart — Employee in Post Process

Line Managers supportemployees to maintain
registration ahead of date renewal orrevalidationis due *

A4

Immediately Priorto or on Registration/ Revalidation due date
line manager must utilise online verification to assure that
registration has been renewed

.

Does the employee have valid, current registration? = Yes
N
Managers updaie eESS
No record including new
.I. expiry dale
Staff member no longer ableto work inthecapacity forwhich they
are employed
Y
Managershould considerreasons forlapseand :
employee must be advised that they areunzbie o The c_:rcumstances an_r;‘ action taken
work in cumrent role unfil registration re-instated. by line manager will be passed 1o
approprizie Directorand General
Manager

A
The Manager should explore reasons for
lapse and utilise Capability Policy as
appropriate

When registration is reinstated &
evidence has been verified then the
employee returns to work andpayis

reinstated. gESS should be
updated by Manager including new
expiry date

Y

*Appendix E provides a Standard Operating Procedure to inform managers of how to undertakereportingon OBIEE

Title: Professional Registration

PolicyDate: May 2022

Version: 5.1

Author: Mhairi Hastings, Interim Deputy Director of Nursing Page 16 of 11
The onlv current version of this policv is on the



Appendix 4

Verification of Professional Registration for Nurses and Midwives

It is the responsibility of individual nurses and midwives to ensure that they
have up to date professional registration, including revalidation with the
Nursing and Midwifery Council (NMC).

All relevant line managers are responsible for ensuring that all professional
registrations are checkedand verified on the NMC register. Managers must
have an agreed process for verifying registration.

Itis acriminal offence to practice as a nurse / midwife if you are not
registered.

Each of the following elements must be checked and verified on the NMC website
using theemployer’s access code and individual password:

e Name
e Registration Number
e Date of Birth

e Location

Following verification, the line manager must update eESS to reflect the
currentregistration information.

Robust proactive systems should be in place to allow checking and assurance of
registration ahead of expiry date. Appendix E provides a Standard Operating
Procedure to inform managers of how to undertake reporting on OBIEE
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BOARD PUBLIC
Appendix 5

Verification of Professional Registration for Allied Health
Professionals and Practitioner Psychologists

It is the responsibility of individual Allied Health Professionals or Practitioner
Psychologist to ensure that they have up to date professional registration, including
renewal with the Health and Care Professions Council (HCPC)

All line managers are responsible for ensuring that all professional registrations are
checkedand verified on the HCPC register. Managers must have an agreed process
for verifying registration.

It is a criminal offence to practice as an AHP or Practitioner Psychologist if
you are not registered. https://www.hcpc-uk.org/concerns/what-we-
investigate/misuse-of-title/

For Practitioner Psychologists it is a criminal offence to use the title Dr, (if awarded
a DClinPsych).

For Practitioner Psychologists or any AHP profession it is a criminal offence or to
use any of the protected practitioner psychologists or AHP titles covered by HCPC
registration in documentation or verbally when not on the register. It is the
registrants responsibility to ensure that they are clear in all communications that
they are currently not able to practice within this professional role and do not
mislead by omission.

For trainee Practitioner Psychologists who have previously obtained a PhD, the
use of Doctor Title whilst training is not advised as this is misleading to the public

Each of the following elements must be checked and verified on the HCPC website

e Name

e Registration Number

e Location
Following verification, the line manager must update eESS to reflect the current
registration information. Robust proactive systems should be in place to allow
checking and assurance of registration ahead of expiry date. Appendix E provides a

Standard Operating Procedure to inform managers of how to undertake reporting on
OBIEE
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Appendix 6

Verification of Professional Registration for Doctors

It is the responsibility of the individual doctors to ensure that they have up to date
appraisal and professional registration, including revalidation, with the General
Medical Council (GMC).

It is the responsibility of the identified Responsible Officer (RO, usually Executive
Board Medical Director) to ensure that all doctors have complied with the above
process, including appraisal, to allow the RO to revalidate each doctor with the GMC.
The RO must have a process in place to ensure all requirements for revalidation
have been met.

It is a criminal offence for a doctor to practice without registration to the GMC
Each of the following elements must be checked and verified on the GMC website
when a new doctor is joining the organisation to ensure that they are registered. It is
the responsibility of Medical Staffing to check the following details:

e Name

e Unique GMC Number

e Date of Birth

e Location

e Responsible Officer

e Any specific conditions of employment
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Appendix 7

Verification of Professional Registration for Dentists and Dental
Care Professionals

It is the responsibility of the individual Dentists and Dental Care Professionals to
ensure that they have up to date professional registration, with the General Dental
Council (GDC).
It is a criminal offence for a dentist to practice without registration to the GDC
Each of the following elements must be checked and verified on the GDC website
when a new dentist or dental care professional is joining the organisation to ensure
that they are registered. It is the responsibility of Director of Dentistry and the line
manager to check the following details:

e Name
Unigue GDC Number
Date of Birth
Location
Any specific conditions of employment
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BOARD PUBLIC

Appendix 8

Standard Operating Procedure for Managers on how to access OBIEE Reporting on
eESS

https://www.eess.nhs.scot/mss/sop1010/
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12. DOCUMENT CONTROL SHEET

12.1 Document Amendment History

Version Section(s) Reason for update

4.0 5.0 A letter from the Scottish Workforce and Staff
Governance Committee (SWAG) dated 8 June 2017
changed the arrangements when an individual’s
professional registration lapsed. The letter reads
‘...should a member of staff fail to maintain effective
registration status with a statutory regulator the staff
membershould be offered a non-professional role
(subject to availability) and paid at the vacancy rate of
pay whilst investigation, if required, is undertaken by the
Board’. (SWAG-

June 2017)

5.0 1.0 Taking learning from review , for clarity, the Purpose &
Scope of the Policy has been added to as follows “This
policy also extends to include the responsibility for staff to
maintain their professional registration who are seconded
from NHS D&G to other organisations. Where NHSD&G
seconds registrants into the organisation, the home
board will be responsible for revalidation and registration
arrangements however D&G will confirm active status of
professional registrants with the NMC and / or
substantive Board.” And,

“Fitness to Practice is out with the scope of this policy.
Where there are concerns about an individual's
professional conduct or competence, advice will be
sought initially through the individual's line manager or
Workforce Directorate, whereby NHS Dumfries and
Galloway Workforce Policies will be adhered to in
respect of ensuing investigation of complaints,
capability, and/or staff discipline issues, in line with the
Once for Scotland Workforce Policies.”

5.0 2.0 Taking learning from review, for clarity, the Policy Aims
section has been added to as follows:

Ensure that Line Managers and Workforce Directorate
staff within NHS Dumfries and Galloway are fully
aware of their responsibility for application of this
policy.

5.0 3.0 For the purpose of this policy and its application a
Definitions Section has been added

5.0 4.2 Further points of clarity have been provided in the
policy to raise awareness for Managers:

They scrutinise registration documentation and
confirm registration status with the relevant
professional body on commencement of employment
and review registration prior to the annual (or
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alternative periods as relevant), renewal dates.

They scrutinise registration documentation and
confirm registration status with the relevant
professional body on commencement of employment
and review registration prior to the annual (or
alternative periods as relevant), renewal dates.

Those individuals within their sphere of management
| professional responsibility hold the appropriate
current registration during employment.

Line Managers should provide regular assurance to
their manager and / or Directors, that registrations
are being checked on a regular basis and escalate
immediately to their Director any failures to re-
register

Where the registering body provides an extension for
revalidation or registration, or the registering body
requests evidence of revalidation and this will impact
the registration expiry the individual should report this
to their line manager immediately. The line manager
on seeing evidence of this should update eESS with
the extension date provided. This will require to be
repeated when full registration is provided and
evidenced.

5.0 4.3

Further points of clarity have been provided in the
policy to raise awareness for Individuals:

This [policy] includes maintaining registration during
periods of extended paid leave (maternity, paternity,
parental, sickness).

On request provide evidence of additional
gualifications necessary to undertake
specialist/expanded roles and provide evidence that
the professional register has been annotated
accordingly.

Keep the relevant statutory body informed of changes
of address, status, name etc., in order that records are
accurate and up to date.

Report any information to their employer which impacts
on their continued registration i.e. criminal
proceedings, being subject to an investigation by the
Police or professional regulatory body.

Pay the fees associated with new/renewal of
registration.

On receipt of / or renewal of registration, ensure that
their line manager is shown original documentation so
that the registration can be verified and copies taken
for their employee file / entered on to eESS.

Title: Professional Registration Policy
Date: June 2022
Version: 5.1

Page 23 of 25

Lead Author: Mhairi Hastings, Interim Deputy Nurse Director
The only current version of this policy is on the intranet




BOARD PUBLIC

Report any failure to re-register with their professional
body to their line manager immediately

Where the registering body provides an extension for
revalidation or registration, or the registering body
requests evidence of revalidation, report to their line
manager immediately.

5.0

5.0

Additional sections have been added to give clarity to
the policy:

5.1 Loss of Professional
Employee’s Personal Actions or Misconduct, and

Registration  through the

5.2 Referrals to Professional Regulatory Bodies

5.0 Appendix Two additional appendices have been added to
support the Policy:
Appendix 5 - Verification of Professional Registration
for Allied Health Professionals and Practitioner
Psychologists
Appendix 6 - National Standard Operating Procedure
for eESS reporting

5.0 All sections Where NHS Dumfries and Galloway Workforce
Policies have been applied in previous versions of the
Policy, these have been replaced with Once for
Scotland Policies being referenced.

5.1 Appendix Two additional appendices have been added to

support the policy following feedback from APF

Appendix 6 — Verification of Professional Registration
Appendix 7 - Verification of Professional Registration
for Dentists and Dental Care Professionals
for Doctors

12.2 Distribution

Name Responsibility Version number
Corporate Business Place on policy register 5.1
Manager
Workforce Employees Place on intranet and in 51
‘latest news’
Dissemination to all 5.1
employees throughline
management
Managers 5.1
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12.3 Associated documents

12.4 Action Plan for Implementation

Action Lead Officer Timeframe

Raise awareness and inform | All line managers Following APF approval
employees

Use policy All employees Following APF approval
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