Health Professions Council
Finance and Resources Committee — 20™ November 2006

PROJECT MANAGEMENT AT HPC
Executive Summary and Recommendations
Introduction

One of the main functions / benefits of HPC’s ISO 9000 certification is the continual
examination of processes in order to implement improvements. As part of this, HPC wishes
to formalise its approach to project management and planning to ensure a consistent and
efficient approach to projects across the organisation. For this reason, terms of reference and
working practises have been refined.

Decision

The Committee is asked to agree the principles around effective project planning,
management and execution detailed in this paper.

Background information

Although HPC is a small organisation of approximately 90 people, it is a rapidly expanding
organisation and there are therefore many projects that are conducted throughout the course
of each financial year that require effective planning, management and execution.

These projects span a wide spectrum — from those that are highly visible and involve Council
/ Committee input and most departments in the organisation (e.g. fee rises), to those that only
involve and effect one department (e.g. making systems improvements to LISA).

Since these projects cover an extensive range and will be lead and managed by a variety of
people, it is essential from a control perspective that:

1. there is a common understanding of what a project is

2. there is a common understanding of the different types of projects

3. there is a common method of planning and documenting these projects

It is also necessary that there is an organisation-wide agreement on the manner in which
projects will be prioritised, scheduled and reported upon.

Therefore this paper puts forward the following:

1. Definition of a project

2. Definition of the different project types

3. Definition of the roles within a project team
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Definition of required project documentation



5. Definition of project success criteria

6. The HPC process for prioritising and scheduling projects

7. The HPC projects reporting process

Definition of a project

In order to ensure that there is a common understanding of the difference between everyday
work and project work, it is proposed that an adapted version of the Prince 2 (industry-
standard project management methodology) definition of a project is adopted by HPC:

A controlled environment that is used to deliver the results defined in a documented
Business Case.

Projects have the following characteristics:

1.
2.

W

A finite and defined lifecycle

Defined and measurable results

A set of corresponding activities to achieve these results
A defined amount of resources

An organisation structure, with defined responsibilities, to manage the project

Definition of the different project types

Since a more rigorous set of documentation will be required depending on the complexity of
the project, the following project definitions have been made:

1.
2.

Major projects.

Business as usual (BAU) projects.

In addition to this, there are pieces of work that are Enhancements that also require
planning, review and some documentation.

Major projects

Major projects are those that use large amounts of resources, have a high risk or
significant consequences. Further guidelines for definition would be that the project
has two or more of the following characteristics:

1. Involves three or more departments and/or;

2. Has a significant public / political impact and/or;

3. Involves a major change to a core business I'T system and/or;



4. Involves a major change to a core business process and/or;

5. Has a high impact if the project fails to deliver on time or on budget

Business-as-usual (BAU) projects
Business-as-usual projects are those that involve:

1. Minor changes to business processes.

2. A distinct body of work that falls outside of a single department’s day-to-day
duties

Enhancements
Enhancements are:

e Minor changes to any IT system

Definition of roles within a project team

Role Responsibility

The Project Lead is the person that has overall responsibility for the project.
They will be instrumental in defining:

- What the objectives of the project are. i.e. what the results of the
project should be

- The level of quality to which the results will be measured

- The approach that the project will take — how will the project be
conducted

Project Lead - The resources that will be assigned to the project
They are responsible for :

- calculating the budget required,

- for obtaining funding for the project

- monitoring spending

- reporting to the project sponsor and all stakeholders (e.g.
Committees, Council, EMT, the Project Sponsor)

- making key decisions around the project approach, as the project




Role

Responsibility

continues

Project Sponsor

The Project Sponsor is the person that has commissioned and is paying for
the project. Due to this they are the key stakeholder.

Project Manager

NB In business-as-
usual projects the
project manager will
usually be the same
person that takes the
project lead role.

The project manager is responsible for:

- drafting all project documentation: charter, plan, business
requirements (if ness) risk log, issue log, lessons learned log, stage
review and end of project report.

- ensuring that all project tasks are completed according to the plan
deadlines (this may involve scheduling project meetings, ensuring
adequate communication amongst the project team, escalating issues
to more senior members of staff)

- ensuring that the risks and issues are properly managed

- ensuring that the project lead is fully aware of the progress of the
project, of excessive project spend and of any risks and issues

- ensuring that the project team fully considers and evaluates the
resourcing requirements of the project

- ensuring that the project plan incorporates adequate contingency

Additional Major Project Manager duties:
- Defining process and documentation for HPC projects

- Reporting on major projects to EMT as appropriate (e.g. exception
reporting)

- Reporting on project portfolio progress to EMT/ Council/ committees

- Offering advice to employees on best practise in terms of HPC
(business as usual) projects.

Project team

Members of the project group responsible for completing all project tasks.
This will include, as a minimum, the senior user and the senior supplier. The
members of the team can be either internal or external.

Project stakeholder

Any persons with a significant interest in the project




Definition of required documentation

The following documentation has been identified as obligatory for the three different types of
project. The information required in each document is proportionate to the scale and the type
of project being undertaken.

Examples of the required documentation templates are attached in the appendices.

No | Major projects Business as usual projects Enhancements
1 Charter Charter IT helpdesk ticket
2 Project plan Project plan / milestones Business requirements
3 Business requirements Business requirements (IT dept | UAT plan & scenarios
projects only
4 UAT plan & scenarios UAT plan & scenarios (IT dept | End of project report
projects only)
5 Process testing plan & | Process testing plan & scenarios
scenarios
6 Issue log End of project report
7 Risk log
8 Lessons learned log
9 Stage review
10 | End of project report
No | Document Definition Owner
1 Charter Document that defines the Project manager. Signed off
following: by project team.
- Business case
- Project criticality
- Project objectives
- Project benefits
- Project scope
- Project team
- Risks and Dependencies
- Project milestones
- Future Business process (if
any)
1 IT helpdesk ticket User
2 Project plan / milestones | Document detailing: Project manager. Signed off
- Project tasks by project team and resource
- Start and Finish dates providers i.e. project team
- Task owners member’s manager
- % complete
Or
- Main project tasks
- Start and Finish dates
- Task owners
2 Project milestones Summary document showing main | Project lead / manager.

project tasks, start and finish dates,
task owners

Signed off by project team
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No | Document Definition Owner

3 Business requirements Document detailing all IT systems | Project manager. Signed off
changes by project team & IT

supplier

4 UAT plan & scenarios Document detailing the aims of | Technology (written with
UAT and all the testing scenarios | project team)
that must be completed

5 Process testing plan & | Document detailing the aims of | Project Lead / Team

scenarios process testing and all the testing

scenarios that must be completed

6 Issue log Document detailing and tracking | Project manager
all issues encountered during the
project

7 Risk log Document detailing and tracking | Project manager
all risks encountered during the
project

8 Lessons learned log Document detailing all lessons | Project manager
(positive and negative) learnt
during the project

9 Stage review Document used to report progress | Project manager. Used by
to stakeholders throughout the | Project lead to report to
project EMT, Council, committees,

stakeholders
10 | End of project report Document to analyse the project: Project manager

- how it was conducted,

- the positives

- the negatives and

- the result of the project as
opposed to the objectives
set in the business case

Definition of project success criteria

The definition of these criteria will ensure that all projects are assessed in a consistent
manner.

Projects are measured in terms of how they deliver in relation to the initial plan/business

case:

1. Are they on time?

2. Are they on budget?

3. Are they delivering the defined results to the level of quality specified?




HPC process for prioritising and scheduling projects

In order to ensure that major projects are efficiently planned and budgeted, the following
timeline has been established based on the financial year:

No | Timeline Action
1 September — October 1. Project manager and Dept heads compile list of
major projects for the following financial year
2. Project manager and Dept heads prioritise all
projects based on HPC prioritisation criteria
3. Projects assessed by EMT & CEO for inclusion in
the following financial year’s project portfolio
2 November 1. Project manager identifies Project lead, Project
sponsor and team and agrees roles
2. Project manager writes charter and agrees it with
project team
3. Project manager writes high level project
requirements (incl. business requirements, if any)
with project team
4. Project manager gathers high level estimates of
project costs and resourcing requirements from
project leads
3 December 1. EMT & CEO determine, based on costs, business

priority and resource availability, which projects
will be conducted in the following financial year.
2. EMT & CEO provide sign off.

This financial year timeline is depicted in the Project prioritisation chart in Appendix B

Should an urgent business need for a project arise during the financial year, the project would
be assessed in a similar manner as above and if accepted for inclusion, the project portfolio
would be re-adjusted to compensate for the new project. i.e. projects will be cut to free up
resources and funding.

The prioritisation criteria that will be used are the following:

1. Initiatives that are the result of (Technology) security issues

2. Initiatives that are undertaken due to statutory / policy requirement changes

Initiatives driven by a statutory decision that has defined timeline

a
b. Initiatives driven by a policy decision that has defined timeline

c. Initiatives driven by a business decision that has a defined timeline

d. Initiatives driven by a statutory decision that does not have a defined timeline

e. Initiatives driven by a policy decision that does not have defined timeline

f. Initiatives driven by a business decision that does not have a defined timeline

3. Initiatives that are undertaken to implement better controls within the business areas




4. Initiatives that are undertaken to improve processes that directly effect applicants /
registrants (e.g. changes to application forms)

5. Initiatives that are undertaken to create operational efficiencies (e.g. changes to the
registration system to allow bulk letters to be generated)

HPC projects reporting process

All HPC major projects will be reported on to EMT on a monthly basis by means of the
scorecard attached as Appendix A and will be presented as an element of the Operations
report submitted to each Finance and Resources meeting.

As can be seen from the template, each project is given a unique identifier will be used as a
cross reference with the financial project reporting. This will be discussed in further detail in
the paper entitled Project reporting to be presented today by Simon Leicester.

The scorecard details the following information:

Project ID

Project priority

Project name

Project description

Name of project sponsor

Name of project lead

Indication of progress of key project documentation — charter, plan, business

requirements

Overall project budget for the current financial year

Overall project spend for the current financial year

Due date

Status

— This field uses the standard Red, Amber, Green (RAG) ratings to show the

status of the project and arrows to show whether the project’s status has
improved, declined or remained the same since the previous reporting
cycle.

It is the responsibility of the Major projects manager to maintain this scorecard — all financial
information will be provided by the appropriate project lead.

It is the intention to roll this major projects reporting out on a trial basis from April 2007.
Following a six month trial period, consideration will be given to rolling out scorecards in a
similar format to Business and Usual projects.

Resource implications
There is a significant administrative overhead to delivering projects in a controlled and
effective manner.

Extensive project management methodologies are common practise in large (public and
private) organisations; the above proposal is a scaled down version that is appropriate to
HPC’s requirements and size. However it is essential that such a methodology is adopted in



order to prepare for the organisation’s ongoing expansion and to continue to provide a quality
service that makes best use of registrant fees.

Financial implications
None

Appendices

Appendix A — Major projects scorecard
Appendix B — Project prioritisation timeline
Appendix C — Charter example

Appendix D — Project plan example
Appendix E — Business requirements example

Date of paper
20" November 2006



Appendix A — Major projects scorecard



S.0003 Ul sjunowe ||y

9]0Ao Buiuodal ise| 9ouls pauljoap sey 1osfoid jo snielg

91940 Burodal ise| 9ouls oness si 1osfoud jo snielg

T
=

aulpeap passiw sey 10s8loid — pay

aul|peap ssiw ||m 10sfoid Yey) ajgeqo.d si ) Jey) aJe suoieoipu| — Jaquiy

aul|pesp }eW 0} anp S| 108[0id — UsBID)

a10Ao Builiodal i1se| aouls panosdw sey 1oafoid jo sniels b pEN
aseqelep
I uoybiain uosdwes $S920Y SN SjeAocsddy aseqelep
90/01/1€ [eusaju| [eusaju| A A A v -ssoY H Bunsixa 0} sjuswanosdw| uoneonpg 2 6dIN
aseqeleq
uosuyor aseqejep asijoeld asioeld
90/60/¢c [eusdiu] [eusdiu] N N A lless 3 A 0} Ssaull Jo uofiesifeul 0} ssaull 4 8dIN
sabieyo as} uoiesisibal abueyo as}
I £0/90/S} N A N 181880197 § dless N Jo Juswubijesy uoneJisibay ol LdN
dld
nJ098J 0} JUsWadUBYUS
aat VSIT1: ¢ 8seyd
ploy 1 g aseyd $s920.d JO Ino|[0.
uog 90 Inp uojly 10H ¥ S9)C  douepinb ¥ swioy asljoeld
aseyd . | aseyd A N A uppeH S d Jr Jopjeal) @ | aseyd 0} uinyay ql 9dIN
1 uolleuIWLOSIP
Buireuiwia Ajaaijoe
. Ms0-, -01d S| DdH 8insud 108f0id
' uc dweg ' 0} sajoijod Ausianip Ausianig
+/50/02 023 N A A £04D | OEeSN 8 Aurenbs jo uoisiney pue Ayrenb3 qi SdiN
[1ouno)
pioy uosdwes |19UN0Y PIY pry BuuesH jo
uo 80/¢0/L0 | PIOYUuO | PloY uUQ N N N afenes O -ssogH | BuuesH ay} jo uondiosqy Buipreog-uo ql 7dIN
sisibojoyoAsd
pioy uosdwes sisibojoyoAsd paiddy paiddy ay} jo
uo L0/24/1e | ployuQ | pioyuo N > N afenes O -SS0Y 5 auy} jo Buipreoq-uQ Buipreog-uQ ql €diN
'‘ado (ad2)
JO 8ouspIAg sjuellsibal wswdojanaq
AH_ uosdwesg | yoes g upne o} sassasoid [BUOISS8}0id
80/90/0€ Ge3 N A N afees O -Ss0Y H jo uonejuswa|dw| Buinunuod ql 2diN
2Indas s| DdH eyl
I auInoqnon 2INSuUd 0} ainjonJiseljul Juswaosdwi
10/10/92 [eusaju| [eusaju| N N N 1 uungy | 11 o spesbdn pue Bunsa] ainjoniisesu| el LdIN
Lpuadsg | ,1eb6png (L1 1) sbay ueld ey pea losuodg
snjels ajeq ang 20/90 20/90 ssauisng 1o9loig 1o9loig 109loug 1o9loig uonduasaq 109loid aweu jo9loud fAuoud ‘ON

pJe2a109g //9002 Ss1oaloid JolepN OdH




S.0003 u! sjunowe ||y

91940 Buiodal ise| 9ouls pauldap sey 108(oid jo sniels d

9]9Ao Builodal ise| 9ouls dnels si 10afoid Jo snjels AH_

81040 Bunuodal ise| 8ouls panosdw sey 108foid jo sniels b'

aul|peap passiw sey josfold — pay

aulpeap ssiw |im 108foid 1ey) aiqeqo.d si 1l 1yl aJe SuoledIpu| — Jaquiy

aul|peap 198W 0} anp s| 109[0id — UdAIL)

Aay]
slequiaw
UBAIIINS.O UBAI|INS.O |1IoUN0Y 8pN|oul 0} Wa)sAs sjuswanoidu
N N N N N H3INOH 0 uoisuaix3 H3INOH 14 81dN
sisi|ssed JO uoiedllIdA
uojybnoH 21U0J109|9 By} MO||e peojdn
[eulayu| [eulau| N N N uppeH 9 Y 0] Juswadueyud YS|T 18]] ssed-3 ¥ VAR
suni
afiaw |lew 20y-pe moje uoneisuab
S13 N N N 0} Juswiadueyus S| Jene ving % 9LdN
3]9A0-piw 81e|Noed
uojybnoH uosc Ieg 0} s odnelssibay s|qeus Jojenojeo a9}
Ge3 N N N d 19 7 4uswsasdueyus VS| uonessibay € SIdN
auljuo s|ie}ap jeuosiad
u \Yu 9H uosu 3 J18yy ayepdn o3 Aljige uojjeonuayine
cEL3 N N N ¢\ SsoYH 8y} swuessibai Buia VSIT7 8uluo € VIdN
‘auluo Aed
uc  noH uosdwes Aldde o1 syjueoidde moje suoneolddy
cl3 N ? d -SS0Y B 0] Juswisdueyusd VS| aulluo € ¢ldN
uoljewloyul
asijoeId O} UIN}dy pue
uenag ado apnjoul 0} g pajepdn SWwiIoj
MNH / uojybnoH aq 0} sajou aduepinb SuoISSIWPY
I £20/L0/0} [eussiu| [euidiu] N < A preqiyaiy r d pue sw.oj suolssiwpy ||V jo Bunepdn € €LdN
Buisde|
I 191592197 9]0A0-piw gjewoINe Buisde
£0/€0/20 0c3 A A A MO S S 0} jJuswadueyus yS|7 8jelpawiialu] 4 AN
sjuswAed
I 191599197 aq 1daooe 0} 8nuiUOD
90/21/10 013 A N A BWIBYO N S 0} DdH Mojje 0} apesbdn dl/ SOv4 4 OLdN
Lpuads | ,18b6png (L1 1) sbay ueld 1uey) peaT Josuodg
snjels ajeq ang 20/90 20/90 ssauisng 1o9loig 1o9loig 109loug 1o9loig uonduasaq jo9loid aweu jo9loud fAuoud "ON

pJeda109g //900¢ Ss1odloid JoleN OdH




Appendix B — Project Prioritisation Timeline
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Appendix C — Project Charter Sample
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Appendix E — Business requirements
example



health

professions
council

Business Requirements

Health Professions Council —



1 Introduction

This proposal outlines changes to the Return To Practise (RTP) procedure within LISA.

2 Business Case

Currently, if a registrant does not practise for more than two years HPC regulations require that the
registrant undertakes a defined period of supervised practice before readmission.

The policy has been amended so that not only registrants that have been out of practise for more
than 2 years must update (re-admissions), but also first time applicants whose approved qualification
is over 5 years old (Historic Qualifications).

The requirements for updating have been altered to allow registrants to update their knowledge and
skills through a combination of:

e supervised practice;
e formal study or
e  private study.

A declaration that these activities have been undertaken by the registrant must be presented to HPC. This
declaration must be counter-signed by a registrant on the same part of the Register.

The LISA system is required to :

1. Capture the number of days that the registrant has undertaken each of the activities

2. Calculate whether the number of days of updating undertaken is adequate to meet HPC RTP
requirements

3. Verify whether the registrant has been supervised by a qualified person (if supervised practice has
been undertaken)

4. Verify whether the counter-signatory is a valid registrant
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4 LISA Changes

4.1 RTP Application Window

4.1.1 RTP History Panel — See Wireframe 5.1

4.1.1.1 The existing RTP History Panel will be modified to contain a field titled 'Date of Application’; this will
be a user-inputted date field. The field will have 3 entry boxes and will be in the format dd/mm/yyyy. This
field will be mandatory in all cases.

Registration Status Change §|

[ Registration Status | RTP History |
History

Application Date | Status | meturn Date |
2800652006 Mew application

Help... [ ok || cance

4.1.1.2 The existing RTP History Panel will be modified in order to allow the User to manually enter the Last
Date of Practise. The field will have the label Last Date of Practise, will have 3 entry boxes and will be in the
format dd/mm/yyyy.

This field will be used to drive the calculation as to how many days of updating activities the Registrant is
required to undertake.

The calculation must be driven from this date rather than the last date of registration in order to
accommodate those registrants that have not been on the HPC Register, but have been practising abroad.

The field should not be pre-populated.

4.1.1.3 The existing RTP History Panel will be modified in order to allow the User to indicate that the
registrant’s qualification is over five years old, that they are a first-time registrant and have not been
practising abroad in the last two years.

The field will be a tick box and will be called ‘First time registrant with historic qualification’.

If this box is ticked, the registrant is required to complete 60 days updating activity.

It will be mandatory for the User to input EITHER the Last Date of Practise OR to tick the ‘First time
registrant with historic qualification’ box.

The information input into the Last Date of Practise, the ‘First time registrant with historic qualification’ tick

box and the application date fields will be saved onto the application should a further RTP application be
required to be input in the future. The same will apply for the calculated number of updating days required.

4.1.1.3 All previously entered RTP applications will be able to be viewed (by displaying the Practise / Study
panel) by double clicking on the entry created in the History window.

The Edit Application button will be changed to read as ‘Edit RTP’. This button will be used to access and



edit any unlocked RTP applications that have been selected in the History window (all RTP applications are
locked once the registrant moves into ‘Registered’ status.

4.1.1.4 The OK button (currently redundant on this panel) will be activated in order to save the data input on
the panel and to calculate the number of days of updating activities the registrant must undertake to be re-
admitted.

The user will input the Last Date of Practise or will tick the ‘First time registrant with historic qualification
box’, will then click on OK and the system will calculate the number of days updating that the registrant is
required to undertake.

The system will then display the number of days updating required of the registrant, next to the Last Date of
Practise.

Should the number of updating days required be greater than zero, the system will initiate an application and
display the Additional Study (to be renamed Practise/Study) panel:

[ Addtional Study | Canfirm Persiiql Details | Confirm Address Details | Payment Details |
I/ RTP App Detail r Professional Work Exp.
Additi a

%Quaﬂcatun Institution | Start Date End Date || o ‘

Course Reference ‘

Start Date i I

End Date i I

Add == Remove
|

@

4.1.1.5 If the number of days updating is zero, the system will display the number of days updating required
as ‘0 days’ and the user will click on cancel to re-navigate to the Registration Status page to update the
status as per usual.

4.1.1.6 If an RTP history application is created, all data entered / displayed onto the RTP History Panel (i.e.
Last date of practise, date of application and the calculated number of updating days required) will be copied
onto the application and will be displayed on the Practise / Study page. The data will then clear from the
RTP History panel.



4.2 New Statuses required

4.2.1 New Registrant status

4.2.1.1 A new status must be added called ‘Lapsed — Pending RTP’. If a registrant has been placed in
‘Lapsed — Pending RTP’ status as the system has calculated that the RTP requirements have not been met,
the status cannot be changed to registered without the RTP criteria being met or the system decision being
overridden.

4.2.2 New Application status

4.2.2.1 A new status must be added called ‘Pending RTP’. If an application has been placed in ‘Pending
RTP’ status as the system has calculated that the RTP requirements have not been met, the system cannot
create a registration record for the client (and place the registrant in ‘Registered’ status) without the RTP
criteria being met or the system decision being overridden.

4.3 RTP Application Panel

4.3.1 Tabs to be removed

4.3.1.1 The following tabs should be removed from the system as they are either not used or duplication of
functionality in other areas of the system:

Confirm Personal Details
Confirm Address Details
Payment Details
Professional Work Exp.
RTP App Details

4.3.2 Additional Study Tab — see Wireframe 5.2
4.3.2.1 The existing ‘Additional Study’ panel will be renamed to ‘Practise/Study’ and split into three sections:
e The current qualification-based study, renamed ‘Formal Study’
e A ‘Private Study’ section where a registration officer records the registrant’s period of non-
institutional study (in days).
e The ‘Supervised Practise’ fields will be moved to this Study panel from the RTP App Details panel
and restructured to use the same enter/display method as the current ‘Additional Study’.

It will be possible to remove entries from the Formal Study and Supervised Practise lists.

4.3.2.2 The Formal Study terminology will be renamed in the following manner:

e The label 'Course Reference’ will be changed to ‘Course Title’
e The label ‘Qualification’ will be changed to ‘Course Title’



@ RTP Application

Addtional Study r Confirm Personal Details r Confirm Address Details ’/ Payment Details ‘
RTP App Details r Professional Work Exp. ‘
RTF
Q LastPracticedDate | |/| |/ |@ [ Standard Declaration Signed
AT ExpectedReturnDate | |/ || |# D Recetved
‘_..' Return Requirements [ Birth Certificate Receved
[[1 Health Reference Received
[Z] Character Reference Received
Supervised Practice 1
Institution Name Start Date [l e I
and Address End Date T
Supervisor Name
Supervisor Reg Num
Supervised Practice 2
Institution Name Start Date ol
and Address End Date Dfo!iW
Supervisor Name
Supervisor Reg Num

4.3.2.3 The Supervised Practise fields and terminology will be altered in the following manner:

The label ‘Institution Name and Address’ will be changed to Organisation
The field and label ‘Supervisor Name’ will be removed

The field and label ‘Last Practiced Date’ will be removed

The field and label ‘Expected Return Date’ will be removed

The ‘Return Requirements’ box will be removed

The field and label ‘Standard Declaration signed’ will be removed

The field and label ‘ID Received’ will be removed

The field and label ‘Birth Certificate Received’ will be removed

The field and label ‘Health Reference Received’ will be removed

The field and label ‘Character Reference Received’ will be removed

4.3.2.4 An extra field will be incorporated into this new Practise / Study panel titled ‘Application Date’ and will
be auto-populated from the RTP History page

4.3.2.5 An extra field will be incorporated into this new Practise / Study panel titled ‘Last Date of Practise’
and will be auto-populated from the RTP History page

4.3.2.6 An extra field will be incorporated into this new Practise / Study panel titled ‘No of Updating days
required’ and will be auto-populated from the RTP History page

4.3.2.7 An extra field will be incorporated into this new Practise/Study panel titled ‘Countersignature’ and will
be a user-inputted text field for a registration number. This field will be mandatory in all cases

4.3.2.8 An extra field will be incorporated into this new Practise/Study panel titled ‘Total Practise / Study
days’ and will be a user-inputted numeric field. This field will be mandatory in all cases.

4.3.2.9 An extra field will be incorporated into this new Practise / Study panel titled ‘RTP Criteria Not Met:’
and will be populated by the system if the counter-signatory, supervisor of number of days do not meet the
RTP criteria.

4.3.2.9 Once the information has been input by the user, the user will click on OK. The system will save the
data input, then check that the Countersignature Reg. No. and the Total Practise / Study Days have been
input.

The OK button will also initiate the validation of the supervisor, the countersignature and the number of
updating days required. (See Rules Changes)

Re-admissions If any mandatory fields have not been populated, the system will generate a notification to
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the user stating which fields require input - this notification can be cleared by the user.

Once all mandatory fields have been entered, if RTP criteria have not been met, the system will place the
registrant in ‘Lapsed-Pending RTP’ status (this is a new status that will need to be created) and will display
the reasons for failure in the ‘RTP Criteria Not Met:’ field. (See Rules Changes for further details)

If all the mandatory fields have been populated and the RTP criteria have been met, the system closes the
Practise / Study panel and takes the user back to the registrant’s record. The user will then go on to
manually change the registrant’s status to Registered.

Applicants with Historic Qualifications If any mandatory fields have not been populated, the system will
generate a notification to the user stating which fields require input - this notification can be cleared by the
user.

Once all mandatory fields have been entered, if RTP criteria have not been met, the system will place the
application in ‘Pending RTP’ status (this is a new status that will need to be created) and will display the
reasons for failure in the ‘RTP Criteria Not Met:’ field. (See Rules Changes for further details)

If all the mandatory fields have been populated and the RTP criteria have been met, the system closes the
Practise / Study panel and takes the user back to the application record. The user will then go on to
complete the application.

4.3.2.10 An extra field will be incorporated into the new Practise / Study panel titled ‘Override reason’. This
field will only be editable by Registrations managers and will only appear when either the registrant has
been moved into ‘Lapsed-Pending RTP’ status or a new application has been placed into ‘Pending RTP’
status.

The registrations manager will be able to enter an override reason on the Practise / Study page and click OK
which will then save the data, will close the Practise / Study window, will return the user to the application or
the registrant’s record. The user will then either complete the application or manually change the
registrant’s status to Registered.
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4.4 Control Sheet

4.4.1 Additional field to be added — see Wireframe 5.3

4.4.1.1 An additional ‘Historical Qualification? Y / N’ field will be added. When radio button ‘Yes'’ is
selected, the system will navigate to the RTP History panel to allow updating activity information to be
added.

® 4rts Therapist (UK) - New Application

Application Date: | = |71 2 Arts Therapist (UK} Application No: v.20
I|’ ontact | Extr i i i | Financial and Communications History | Control Sheet
Control Sheet
Check List Requested on: D[D, ) International/Grandparenting
Recened Reguesteq | AcKnowledgement letter sent i)
Signed and dated declaration B B Eentiorcon g ZlI8)
Registration Fee (Graduate) OR
& ; D ) ) Name of 1st Assessor /Date Sent !
Registration Fee (Other) I I
Name of 2nd Assessor f Date Sent £
First postgraduate registration? 2 Yes ) No
1st Scrutiny Received Result il |8
Scruting Fee
2nd Scrutiny Recefved Result i ]
Character Reference l I
Heaith Reference (] O Date Y Letter Sent Al
Identification [= O Date PV Received iy
Birth Certificate (] ] Date P/ Sent to Assessors gl e
Marriage Certificate (if applicable) O =
Educationftraining certificates O = Test Of Compatence
Course Information Form Final Scrutiny Result Asses 1 o7 |
CRB form and cheque included OR T R D A
SCRO form and cheque included
5 . Application returned to applicant within -
Cinical References (otionan one month of non receipt of documents " =
Grandparenting Reference {optional)
Comments
Personal Indemnity Insurance or equiv. =
NARIC
IELTS (] =
12
‘ Copy Applicati | ‘ Change Profession | ‘ Save... \ \ Minimum i ¥ Reject Withdraw

4.4.1.2 If the ‘Historical Qualification? Yes’ radio button has been activated, the Register button will be
greyed out until the RTP qualifications have been met or a negative systems decision has been overridden.

4.4.1.3 The Check List questions will be re-ordered as per wireframe 5.3.
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4.5 Rules Changes

4.5.1 Calculation of Number of Updating Days Required

4.5.1.1 Currently, depending on the time away from practise, an applicant must complete a set number of
supervised practise days as outlined below:

Number of years away from practise* Requirements
Up to two None

Between two and five At least 30 days
More than five At least 60 days

*Where the “Number of years away from practise” is based on the last registered date.

This will be changed to allow a proportion of those days to be covered by formal and/or private study. This
calculation will be derived from the Last Date of Practise and the Application Date (as entered on the ‘RTP
History’ tab):

Number of years away from practise Requirements
Up to two None
Between two and five At least 30 days supervised practise

OR at least 30 days formal study OR
up to 15 days private study with the
remainder made up of formal study or
supervised practise

More than five At least 60 days supervised practise
OR at least 60 days formal study OR
up to 30 days private study with the
remainder made up of formal study or
supervised practise

In addition, if an applicant has never been registered with HPC, has an approved qualification that is over
five years old and has not worked abroad in the last two years, they are required to meet the ‘more than five
years away from practise’ requirements.

When completing the RTP application the entered supervised, formal study and private study days are
validated against these rules.

Re-admissions If the Total number of Practise / Study Days does not meet the calculated ‘No of Updating
days required’ the system places the registrant in ‘Lapsed — Pending RTP’ status and displays the reasons
for failure in the ‘RTP Criteria Not Met:’ field.

Applicants with Historic Qualifications If the Total number of Practise / Study Days does not meet the

calculated ‘No of Updating days required’, the system places the application into ‘Pending RTP’ status and
displays the reasons for failure in the ‘RTP Criteria Not Met:’ field.
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4.5.2 Supervisor

4.5.2.1 The supervisor registration number is checked to ensure on the Date of Application (as entered by
the User on the Practise/Study tab) they:

are a registered registrant,

are of the same profession as the applicant

have been registered for at least three years

are not subject to any Fitness to Practise proceedings i.e. they must not be cautioned
have no Conditions of Practice imposed upon them

The Supervisor can however be under investigation.

Re-admissions If the supervisor listed does not meet the criteria above, the system places the registrant in
‘Lapsed — RTP pending’ status, notifies the user and displays the reasons for failure in the ‘RTP Criteria Not
Met:’ field.

Applicants with Historic Qualifications If the supervisor listed does not meet the criteria above, the

system places the application into ‘Pending RTP’ status and displays the reasons for failure in the ‘RTP
Criteria Not Met:’ field.

4.5.3 Countersignature

4.5.3.1 The counter-signatory to an applicant’s study periods must be a valid registrant on the same part of
the Register, at the time of RTP application, as determined by checking within the LISA register, using the
Date of Application (as entered by the User on the RTP History panel).

The counter-signatory can however be under investigation.

Re-admissions If the counter-signatory does not meet the criteria above, the system places the registrant in
‘Lapsed — RTP pending’ status and displays the reasons for failure in the ‘RTP Criteria Not Met:’ field.

Applicants with Historic Qualifications If the counter-signatory does not meet the criteria above, the

system places the application in ‘Pending RTP’ status and displays the reasons for failure in the ‘RTP
Criteria Not Met:’ field.

A counter-signatory registrant that enters FTP or is lapsed after the application has started is still a valid
counter-signatory.
A Countersignature is always required regardless of the activities undertaken.

4.5.4 Override functionality

4.5.4.1 If the system has placed the registrant in ‘Lapsed — Pending RTP’ status or an application in
‘Pending RTP’ status, the registrations manager will be able to enter an override reason on the Practise /
Study page and click OK which will then move the registrant into ‘Registered’ status.

The override functionality is required for various different circumstances.
E.g. Operating Department Practitioners have not been on the register for 3 years, therefore no ODPs will

currently qualify as Supervisors. This case will be replicated each time an aspirant group is taken onto the
register.
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4.5.5 Statuses

4.5.5.1 If a registrant has been placed in ‘Lapsed — Pending RTP’ status as the system has calculated that
the RTP requirements have not been met, the status cannot be changed to ‘Registered’ without the RTP
criteria being met or the system decision being overridden.

4.5.5.2 If an application has been placed in ‘Pending RTP’ status as the system has calculated that the RTP
requirements have not been met, the system cannot create a registration record for the client (and place the
registrant in ‘Registered’ status) without the RTP criteria being met or the system decision being overridden.

4.5.5.3 If a registrant / applicant has been subject to RTP, has passed all criteria (or a negative system
decision has been overridden), the RTP record must be locked from editing. However the record should be
stored and accessible by double clicking on the entry which will be listed in the History window of the RTP
History panel.
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5 Wireframes

5.1 RTP History page

Registration Status Change

RTP History |

Mo of Updating days required |:|

~History

Application Date [ ] |:| |:| Last Date of Practice |:| |:| |:|

Application Date| Status |

Return Date

2910652006 |New application

Add Application H Edit Application |

Help... | oK

| ‘ Cancel |

5.2 Additional Study Panel (o be renamed

Practise / Study Panel)

@ RTP Application @

Practise | Study Application Date [ ][] [] LastDate of Practise

- Supervised Practize

C1[C][] Mo.of Updating Days Required ]

OrganisationBuperisor  [“Sian Date | End Date

_Private Study

Organisation | [=]
Supenisor Reg No. | [~]

Start Date [ e T

| i a H i ‘ End Date [l T

- Formal Study

Course Title |_Institution | StartDate |_End Date | nsiitution | ]
CourseTitle | [~]

Start Date |

| e H i ‘ End Date L T

Total Days I:I Should be no more than 50%

Countersignature

Total Practise f Study Days I:I Countersignature Reag. Ma.

Override Reason

RTP Criteria Mot Met: Registrations Manager ‘ ‘

OK | | Cancel |

Date Ver. Dept/Cmte Doc Type Title
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5.3 Control Sheet

® arts Therapist (UK) - New Application

Application Date: ff 1z Arts Therapist (UK} Application No: st 5 v. 2.0

r'Pei'sdn'aIrCnm_ag:t r Extra/Professional r Declaration/Qualification rFinam_:iaI'anq Communications History r Control Sheet

rControl Sheet.
Check List Requested on: ]_xl_r ‘w InternationalfGrandparenting
Acknowledgement letter sent B
First postgraduate registration? 1 Yes ) No Sentfor copying I
Historic Qualification? ) Yes ) Ho
Name of 1st Assessor | Date Sent v i
Received  Requested
Name of 2nd Assessaor / Date Sent i
Registration Fee (Other) | 0 :
Signed and dated declaration O O stacitay Hecened Rasut AL
Scruting Fee 2nd Scrutiny Received/Result ! I
Character Reference ] O Date F Letter Sent A
Health Reference [ 0 Date Fv Recelved il
Identification O = Date Fv Sent to Assessors fl |
Birth Certificate [ [
Marriage Certificate {if applicable) | (| Ul G eTiED
Educationftraini rtificat
pEduaniL AN cericgies o = Final Scrutiny Result Asses 1 i |r
Course Information Form
Final Scrutiny Result Asses 2 I I
CRB form and chegue included OR
SCRO form and cheque included Application returned to applicant within ;
one month of non-receipt of documents
Clinical References (optional)
- o Comments
Grandparenting Reference (optional) =
Personal Indemnity Insurance or equiv. ™
NARIC —
IELTS [
)

Copy Application H Change Profession | ‘ Save... ‘ ‘Minimumlnformatian = i Reject Withdrawe
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This document template is to be used for smaller scale projects where investment is

under £10,000 including VAT

Overview of Requirements — the business case

Claire Phillips — Project Manager

Richard Houghton — Project Sponsors

IT Support/Project Assurance
=  Roy Dunn
=  Craig Kjelvei

— Customer champion

—  Senior User/Project Assurance
o UK Registrations (Claire Harkin)

— User/Project Assurance (Operations Directorate)

Project Milestones

- Rewrite and publish on internet Return to Practise forms and guidance notes —

July 2006

- Redesign RTP section of LISA to allow UK Registrations to record RTP activities

undertaken — July 2006

Risks

- Adequate budget and IT resources (including external) will not be available to

implement policy in LISA

- Adequate resources will not be available within UK Registrations to redesign the
Apply section of the HPC intranet and the RTP forms and Guidance Notes
- Adequate resources will not be available within UK Registrations to design a

robust RTP procedure

Issues
- Restrictive timeline

Date Ver. Dept/Cmte Doc Type
2006-07-05 c OPS DCB

Title Status Int. Aud.
RTP Business Requirements Draft Public
DD: None RD: None




Costs

IT development costs

Benefits

- This project will allow for the accurate and systematic recording of applicants /
registrants RTP activities (this is a policy driven initiative)

Dependencies

- Dependency on external printers to produce Quark version of forms and guidance
notes in timely manner

- Dependency on external systems developers to produce updated version of LISA
in timely manner

Stakeholders

- Policy and Standards Department
- Quality Department

- IT Department

- UK registrations

- International registrations

Training requirements

- Training on latest LISA version required for UK registrations — to be performed
by Claire Harkin

- Training on new process required for UK registrations — to be performed by
Claire Harkin

Communications plan

- Communication has been posted on website regarding roll out of new policy in
July, since March 2006

- Further instructions to registrants on new process will be posted as soon as the
forms are available for distribution

- UK registrations staff have been informed of impending new process and will be
given further details during training

- On date of roll out communication will be sent out to remaining staff to ensure all
are aware of new process.
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