NHSScotland Workforce Policies Investigation Process
Investigation Meeting Note Template for Lapse in Registration
<DD/MM/YYYY>
	Interviewee
	<Name and Job Title>

	Representative/Colleague (if applicable)
	<Name and Union or Job Title>

	Investigating Manager (Chair)
	<Name and Job Title> 

	HR Representative
	<Name and Job Title>

	Professional/Technical/Educational Adviser (if applicable)
	<Name and Job Title>

	Note Taker (if applicable)
	<Name and Job Title>

	Introduction (Populate in advance and read out to employee at the start of investigation meeting)
<Interviewee name> was informed that the interview was being held under the NHSScotland Workforce Policies Investigation Process into an alleged
Breach of the NHS Fife Professional Registration Policy through your failure to revalidate your NMC/HCPC/other registration on <date>, which is a statutory requirement of your employment (delete as appropriate).
That you continued to work on <date/s> in a registered role whilst your NMC/HCPC/other registration had lapsed (delete if not applicable).

It was noted that <Interviewee name> was content to proceed without representation/<Interviewee name> was represented by <Trade Union Representative name and Union>/ <Interviewee name> was accompanied by <Name and Job Title> (delete as appropriate).
The Chair acknowledged that such meetings can be difficult and indicated that an adjournment could be requested at any point.  

The Chair explained that <Interviewee name> would be asked a series of questions in relation to the incident or allegations and to give their view of the incident. They were informed that they would receive a note of meeting which they would be asked to check and confirm for accuracy. If there were areas of disagreement, the notes would be appended to those prepared by the investigation team and would be shared in all further processes. <Interviewee name> was advised that their statement would form part of the investigation report and they would be given a copy of this.  
The three potential conclusions following the investigation are:

1. The allegation is not upheld

2. * The evidence and/or nature of the concern/incident justifies learning outcomes, which may fall within the NHSScotland Workforce Capability Policy 
3. The evidence justifies referral to a formal panel under the relevant NHSScotland workforce policy
* If employee under investigation is a Medical and Dental Member of staff, the NHS Scotland Capability policy does not apply, read out the following instead; 

The evidence identifies issue(s) in relation to your professional conduct or competence. In which case the Investigation Report will be passed to the Medical Director for consideration. For more information regarding this the relevant circulars are: 1990 (PCS) 81 amended by 1990 (PCS) 322, PCS (DD) 1994/113, PCS (DD) 1999/74, PCS (DD) 2001/95 and SGHD/CMO (2013) 226 which can be accessed via the following link: SHOW – Scotland’s Health On the Web - Publications.
For medical and Dental staff referral to a workforce policy would be applicable if there was a personal conduct issue. If there was a professional conduct issue refer to the statement above. If there are any queries please discuss with HR.
It was noted that in some circumstances, statements may be shared with other bodies such as the police or regulatory bodies depending on the nature of the allegations. <interviewee name> was also told that they were free to submit any additional evidence or personal statement that they wished the investigation team to consider.  

	


The investigating officer should prepare question areas or questions to give a structure to the interview and ensure that details are not missed. Depending on the answers, additional questions can be added during the interview.
	Question 1: Please give your name and job title and give a brief description of your duties.

	Response

	

	Question 2: What is your registration renewal date with the Nursing & Midwifery Council (NMC)/HCPC/other Professional body? (delete as appropriate)

	Response

	

	Question 3: How long have you been on the register?

	Response

	

	Question 4: What date did you first become aware of your registration lapse?

	Response 

	

	Question 5: How were you made aware of this?

	Response

	

	Question 6: Have you worked in a registered capacity whilst your registration was lapsed? If so, what duties did this include?

	Response

	

	Question 7: During which dates did you work in a registered capacity whilst your registration was lapsed?

	Response

	

	Question 8: During this period were you aware of being involved in any adverse incidents?

	Response

	

	Question 9: Do you understand the implications of working in a registered role without a valid registration? Please explain.

	Response

	

	Question 10: When did you notify your line Manager of your lapsed registration?

	Response

	

	Question 11: Are you aware of your responsibility to re-register as part of your NHS Fife contract of employment?

	Response

	

	Question 12: What steps did you take to renew your registration?

	Response

	

	Question 13: Have you received any communication from your professional body about your registration renewal?

	Response

	

	Question 14: Have you received reminders from your professional body about your registration renewal?

	Response

	

	Question 15: How do you normally pay for your professional registration?

	Response

	

	Question 16: What steps have you taken since your registration has lapsed to become re-registered?

	Response

	

	Question 17: Is your professional registration now in place? If so, from what date?

	Response

	

	Question 18: What is your new registration date?

	Response

	

	Question 19: What steps have you put in place to ensure this doesn’t happen again?

	Response

	

	Question 20: Is there any further relevant information you would like to provide in relation to your lapse in registration renewal?

	Response

	


The Chair thanked <interviewee name> for attending the meeting and providing information to assist the investigation. They advised that the notes of the meeting would be issued in the near future and asked <interviewee name> to consider them carefully to confirm their accuracy. The Chair reiterated that this can be a difficult process and if <interviewee name> required any support they should contact the Investigating Manager in HR for a list of supports available through NHS Fife.

Meeting concluded. 

________________________________________________

DO NOT DETACH
I confirm these notes of the investigation meeting held on <DD/MM/YYYY> are an accurate description of the discussion. 
Or
I have made amendments to the notes of the investigation meeting held on <DD/MM/YYYY> for consideration.

(Please delete as appropriate)
Signed:.........................................................
Date:................................
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