LAPSED REGISTRATION-MANAGERS GUIDANCE FLOWCHART
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Manager informed that an employee may have a lapsed registration.


Contacts HR, Line Manager and Head of Profession.





Manager immediately meets with employee (informally in first instance) to establish if registration has lapsed and offer appropriate supports.








CONDUCT HEARING 


Manager sends template letter to employee confirming outcome - referral to conduct hearing. 


HR will arrange date for Conduct Hearing


Professional advisor will be required 


Chair of the panel will send Conduct Hearing invitation to employee 


Investigation Report must be circulated 14 days prior to hearing date


Employee can submit case 7 days prior to hearing.


Manager presents case to panel


Employee presents case


Outcome given to employee and right of appeal


Outcome given in writing within 7 days of hearing.








ALLEGATION NOT UPHELD 


Outcome letter sent confirming details


END OF PROCESS











UNSURE WHETHER TO REFER TO CONDUCT HEARING?


If more information is required, Manager will discuss any concerns with HR.


Employee will be advised if further investigations are required





INVESTIGATORY REPORT 


Use report template available on WPIP site


Email HR Officer to review, discuss and consider findings


Decide whether evidence justifies a referral to an Conduct hearing; evidence warrants learning outcomes; or allegation is not upheld





INVESTIGATORY MEETING 


Held by Manager with HR support if required


Use template lapsed registration questions & follow investigation guidance provided


Take a note of the meeting


Confirm notes will be sent to employee to check, sign & return


Advise report will be written and outcome given in writing as to next steps.








Further investigations required? Carry out further investigations and reconvene investigatory meeting





INVESTIGATE UNDER THE NHS WORKFORCE POLICIES INVESTIGATION PROCESS


Offer employee the option to attend an initial meeting. Employee does not have to attend


Inform employee (by letter) they will be invited to an Investigatory Hearing giving 14 days notice and inform of right to representation. Template letters available (attach link when set up) 


Manager carries out investigations 


Any statements/documents are provided with invitation. 


Full Investigation process:  �HYPERLINK "https://workforce.nhs.scot/policies/workforce-policies-investigation-process-overview/"�Workforce Policies Investigation Process Overview | NHSScotland Careers�





Ensure employee is moved to a non registered role, the manager should consider the appropriate grade for the staff member and service. Pay changed on e-ESS from date of registration lapsed until registration reinstated and non-registrant role uniform issued for this period





Confirmed Lapse


Advise employee that matter will be investigated under workforce policies investigation process (WPIP) 


Give copy of WPIP Flowchart and WPIP employee guide


�HYPERLINK "https://workforce.nhs.scot/supporting-documents/guides/workforce-policies-investigation-process-guide-for-employees/"�https://workforce.nhs.scot/supporting-documents/guides/workforce-policies-investigation-process-guide-for-employees/�


�HYPERLINK "https://workforce.nhs.scot/media/xtbff4kp/flowchart-nhsscotland-workforce-policies-investigation-process-flowchart-last-updated-march-2020.pdf"�flowchart-nhsscotland-workforce-policies-investigation-process-flowchart-last-updated-march-2020.pdf�





HR sends link to Lapsed Registration: Managers Investigation Guidance from following link; � HYPERLINK "https://www.nhsfife.org/about-us/policies-and-procedures/hr-policies-and-procedures/hr-procedures/" �HR Procedures | NHS Fife�


Link to �HYPERLINK "https://www.nhsfife.org/about-us/policies-and-procedures/hr-policies-and-procedures/hr-policies/professional-registration-policy/"�Professional Registration Policy | NHS Fife�








