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Amendment Form

Version Date Issued Brief Summary of Changes Author

Version 8 | 8 October Review for Factual Accuracy and changing of| Adam Evans
2019 logo and Care Groups/Directorates to Divisior
Change from NCAS to NHS resolutions. Adde
conditions of practice and interim suspension

orders.
Version 7 | 17 December| Title change. Joanne Lodge
2015
This policy supersedes: Professional
Registration PolicyCORP/EMP 11 v.6 and
Procedureg Receipt & Issue of Alert Letters
CORP/EMP 18 v.3.
Reflects current practice and covers a wider
spread of professions.
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1. INTRODUCTION

Our staff are key to the continuing success of DoncaaterBassetlaw Teaching Hospitals NHS
Foundation Trust (DBTH) and the safe provision of services to our patients. Our aim is to become
an employer of choicesummarised in the phrase Develop. Belong. Thrive. Het&acting

quality staff into our roles.

To do that we must ensure that all prospective, and current employees are recognised by the
appropriate regulatory body and hold the right qualifications to do their job.

2. PURPOSE

The purpose of this policy is to ensure that we hawtear, consistent and fair approach to
monitor the professional qualifications and registration status of all healthcare professionals
within DBTH. This includes the monitoring of Healthcare Professional Alert Notices (Alert
Notices), to ensure the safeshvironment for our patients.

Wt NEFSaaArz2ylt NBIdzZ I GA2y A& AYUGSYRSR (2 LINERI
KSFf dK LINRTSaaA ANHS EldByef®iofessidhal Reyisteatiods aride Q
Qualifications ChegKit is therefore a contractual condition of employment that a health

professional maintains their registration throughout their employment with DBTH, and it is their
personal responsibility to keep it up to date.
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Each regulatory body has different procedures for disclosing information, but their four main
functions are:

Establishing standards of competence, ethics and conduct

Establishing standards for training

Keeping a register of those who meet the standards

Dealing with registrants who are not compliant with full registration, (for example,
suspended or registratiolapsed). DBTH are updated about these via the receipt of
alert letters.

To Do To Io

3. DUTIES AND RESPONSIBILITIES

For the policy and procedure to be effective, everyone involved in either the recruitment of, or
management of health professional staff need to be aware of this policy and follow it.

Ultimately, it is the responsibility of the senior management of Tmest (including the Chief

Executive, Executive Team and Divisional Directors); in conjunction with People & Organisational
Development to ensure that this is the case. A table of responsibilities is included in Appendix 2.

4. PROCEDURE

This policy, and the related procedures, covers all activities that form part of the professional
registration process. It applies to:

A All health professionals employed by DBTH (full time and part time),

A Nonhealth professionals, where specific quiaitions are a requirement for their
position. (e.g. Accountants)

A People undertaking work for, but not directly employed by, DBTH (e.g. honorary
contract)

In addition, some staff groups have additional or separate arrangements in place:

A Agency st - Arrangements are in place for external agencies providing the health
professional to confirm professional registration/qualifications.

4.1  Core Principles
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All professional registration activity in DBTH will be consistent wittirthe Treatment for Alknd
Recruitment and selection policies and reflect the following core principles:

Recruiting a health professial:

A The individual is registered with the appropriate professional body, and holds the
relevant qualifications to undertake the specific role within DBTH.

A ¢CKSNE INB y2 OdNNByili NBAGNAOGA2Yya 6KAOK
undertake all dties required.

A The regulatory body has a duty to disclose any information relating to any
current/past investigations into fithess to practice.

Managing existing DBTH health professionals:

A Alapse in registration can lead to suspension without pay or alternative employment
arrangements; or possible dismissal where lapses in registration are not acted upon
within a reasonable period of time

A Appropriate action will be taken upon receipt of alert letter, or a conditions of
practice order.

4.2  The Professional Registration Process:
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All health professionals have responsibility for ensuring they are registered and
Maintaining their registration

L

Appointment of health professionals Existing DBTH health professionals
(inc. non-health professionals who require [ § 1
specific qualifications to carry Lapsed Conditions on
out their role) Registration registration status
(Receipt of an Alert Letter, interim

| 1 suspension order or conditions of

Ensure pre-employment checks Suspension Possible practice order)
include registration & Without pay Dismissal W
Inform manager

qualifications against application

form ,
Alternative Employment

immediately

4.3  Alert Letters:

DBTH can be made aware of a registered health professional whose performance or conduct
could placepatients or staff at risk of harm, through the receipt of an alert letter. (Alerts are also
issued if the performance or conduct seriously compromises the effective functioning of a
clinical team).

This process is:
A Separate from thelisciplinary process
A Integral part of preemployment checks to check suitability, prior to formal
appointment.
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4.4  Receipt of Alert Letters Process:

Alert Letter issued / revoked
Sent from NHS Resolution
Director of People &

Organisational
Development

Copy sent to P&0OD To Medical Director:
Recruitment Team to Copy to Chief Operating Officer
update central database Copy sent to Division Director

Recruitment managed by Recruitment managed by LS
P&OD Recruitment Team Division/Directorate

Pre-Employment Checks i
(Inc. Alert letter monitoring) Recn(’:;::;lag:::n ; ;g%er 0

. . Recruitment Team — as
Information prOVIded to part of pre_emp'oyment

recruiting manager as part checks

of the recruitment process.

4.5 Issue of Alert Letters Process:

If a manager considers an alert letter regarding an employee may be appropriate, NHS
Resolution can offer advice.

5.  TRAINING/ SUPPORT

For recruiting managers, advice and support is available from the P&OD Recruitment Team. For
managers of existing health professionals, support is available from the respective professional
regulatory body, NHS Resolution, and their HR Business Partner.

6. MONITORING COMPLIANCE WITH THE PROCEDURAL DOCUMEN
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