EXECUTIVE SUMMARY

In order for the Health Professions Council to be operating under the Health professions Order
2001, the Registration Committee must establish :

e A strategy based on previous decisions made for the consultation document . /Lf\\i\
» Explain to the public and HPC staff how to implement this strategy 1 ’“bjﬂ

It has been proposed by the Chief Executive and Registrar and approved by the Council, that in
order to determine the strategy and implementation plan, the Registration Committee (and all other
committees) is to develop guidance notes, leaflets and operating manuals.

The Registration Committee is requested to form smaller working groups and develop very simple ,
1% cut guidance notes, leaflets and operating manuals by 4 November 2002 for review in the next
Registration Committee meeting on the 12 November 2002.

BACKGROUND
Since November 2001, the Health Professions Council (and its shadow) have been preparing for the
set-up and running of the Council under the Health Professions Order 2001.

L
This preparation can be broken down as follows:- <
| ] 2603
© |Task Name Start Fiish _ [M[A[M[J[JTATSTOINID]IIFIM]A
1 |Phase]- Determine how HPC wil operate Wed 15/14/00 | Mon 01/07/02 ;
2 |Launch of consuttation document - London, England | Mon 010702 Mon 01/07/02 o107 |
3 |Phasel - Analysis of pubiic’s response S ' Tue 0207702 Tue 05A1/02 M;
4 |Leunch of "HPC consullation responses” document Tus 0SA1M2| Tus 0511402 f & 0541
5 |Phase [ - Devt of Rules and HPC's response to consultetion, emended proposals eli Mon 160902 Mon 0241 202 .
6 |Lsunch of "Rules, response to consutation end emended proposels” document | Mon 021202 Mon 021202
7 |PhaseV - Development of guidance notes, opersling manuals and leafiets | Mon 160802 Tue 010413
8 |Launchofihe new HPC [ Tue 010403 | Tus 01204703

We are currently at phase II, and about to start phases III and IV, concurrently.
The project is currently on track for completion by 1 April 2003.

CURRENT POSITION

As part of Phase IV, the Chief Executive and Registrar is tabling a Council Paper to the Council on
18 September 2002 entitled, The Council Processes, Brochures and Guidance Notes. This Paper is
at Annex A of this document.

The Chief Executive and Registrar’s paper outlines the work the Council and its committees will
need to carry out in Phase IV Development of guidance notes, operating manuals and leaflets for
the preparation of the Health Professions Council by 1 April 2003.

In summary, it outlines the requirement for the Council (and its committees) to develop three kinds
of documents:

e ‘operating manuals (processes)’ - mainly for use by staff

o ‘leaflets (brochures)’ - for issuing to registrants and the public

¢ ‘guidance notes’ - mainly for use by members and partners

The Chief Executive and Registrar paper lists suggested leaflets, operating manuals and guidance
notes that may need to be created and assigns them to a committee for delivery.
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This paper outlines in much more detail, the guidance notes, leaflets and operating manuals the
Registration Committee will need to work on and complete by 1 April 2003.

For ease of allocation, this paper divides the guidance notes, leaflets and processes into 4 logical
working groups.

The Registration Committee will need to work on Phase III - Development of Rules and HPC's
responses to consultation, amended proposals and create a document that outlines the committee’s
response to feedback from the consultation as well as amended your original proposals.

Phase IV Development of guidance notes, operating manuals and leaflets is a natural progression
from the outcomes and decisions in phase III.

The Decisions made in Phase III is defining the strategy of how you as a Committee would like to
implement the Health Professions Order 2001, Phase IV — Developing guidance notes, processes
and leaflets will tell the public and HPC staff how to implement that strategy.

FOR APPROVAL

The Registration Committee is requested to:-

e divide up into 4 working groups

e allocate a working group chairperson for each

e from now until next registration Committee paper deadline of 4 November 2002, work on
delivering a 1* cut of the processes, leaflets and guidance notes

Chairperson of each working group is requested to :-

e Coordinate discussion within the group between now and 4 November 2002

e submit the 1* draft copies of process, leaflets and guidance notes to the Registration Committee
secretary, Lucinda Pilgrim by 4 November 2002, in order for these documents to be distributed
to the rest of the Registration Committee members for the 12 November 2002 Committee
meeting
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GENERAL ACTION PLAN

Please note that the list of leaflets, guidance notes and processes is not exhaustive and may be
incomplete. It is up to the committee to decide what guidance notes, processes and leaflets should
be created.

PROCESSES ACTION PLAN

"Operating manuals (processes)" are prescriptive to enable staff carry out the procedures agreed by
the Council and its committees.

Working group is requested to:

¢ Review each box on the relevant process pages from the Registration Committee Processes
document, that apply to your working group
Bullet point and outline proposed process followed by HPC staff, committee interactions, etc.
Determine/discuss/resolve any issues/ideas etc need to be determined. E.g. Max. and preferred
time of registration application period, information required to make application assessment etc

¢ Document any questions that need to be decided by the Registration Committee

LEAFLET ACTION PLAN

"Leaflets (brochures)" are for the public and the general body of registrants as publicity for the
Council’s and its committees’ procedures etc.

Work group is requested to:
e Review their list of leaflets and determine what information would be important to the
intended audience
o Determine what the leaflet should say or what should be in it
e Bullet point the information that they think should be in the leaflet

GUIDANCE NOTES ACTION PLAN

"Guidance documents" are indicative rather than prescriptive, and will be for members, visitors,
approved institutions etc, who will need to be allowed to exercise their professional and expert
judgment within the parameters set by the Council or one of its committees: examples are general
guidance on visits and validation events for visitors, representatives and institutions; guidance for
legal, registrant and medical assessors; guidance for practice committees and their panels;
requirements and recommendations for approval and continued approval of courses, qualifications
and institutions.

Working group is requested to:
e Review their list of guidance notes and determine what information should be covered in the
guidance notes. Ask the questions, are there any guidelines that the registration committee
would like to lay out to the user of these guidance notes

Determine what the guidance notes should say or what should be in it
Bullet point the information that they think should be in the guidance notes
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WORKING GROUP NO 1

\)(/( c{(

* - Obtained from the "Council Process" document located at Annex B. A’
## - Process assigned to more than one Committee for review and development. /} :

PROPOSED PROCESS NAME DETAILED BREAKDOWN OF PROCESS NAMES

Registration Process Registration Process *

Approved Qualification Process *

Safe and Effective Assessment & Fee Check Process *
Specified Training Process *

Non-UK Approved Qualification Process *

Safe & Effective Practice Determination Process *
Registration Notification Process *

Knowledge of English Process *

Renewal of Registration and Readmission Process *
Conditional Registration Renewal Process *

Lapsed Registration Application Process *

" PROPOSED LEAFLET NAME

The Role of a Registrant Assessor ##

For registration assessments for UK, International and
Grandparenting applicants

For panels

Becoming a Registrant of HPC for each category #i#
Re-registration and CPD
Returning to Clinical Practice

Test of Competence
Aptitude Tests

Test of English
Period of Adaptation

Registration Guidance Notes
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TARGET AUDIENCE

Registrant Assessor

New registrant
Existing registrants
Registrants
Potential Registrant



® WORKING GROUP NO 2

* . Obtained from the "Council Process" document located at Annex B.

## - Process assigned to more than one Committee for review and development

PROPOSED PROCESS DETAILED BREAKDOWN OF PROCESS NAMES
NAME

Restoration and Suspension Restoration to Register When Struck Off Process * ##
Review Process ## Restoration to Register When Struck Off I Process * ##
Successful Application Process * ##
Application to review Suspension of Right to Apply For Re-
Admission Process * ##

PROPOSED LEAFLET NAME TARGET AUDIENCE

Overview of the Registration Committee General public

Restoration and Suspension Review Guidance Notes ##
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WORKING GROUP NO 3

* - Obtained from the "Council Process" document located at Annex B.

## - Process assigned to more than one Committee for review and development

PROPOSED PROCESS DETAILED BREAKDOWN OF PROCESS NAMES

NAME

Grandparenting Process Transitional Provisions Relating to Admission to The Register
Process *

Transitional Provisions Standard of Proficiency Process *

PROPOSED LEAFLET NAME TARGET AUDIENCE
Grandparenting : What does it mean? Does it apply to me?  Potential new registrants

\ Vﬂ M \

\ \ “\
| \Q X |
(o

Grandparenting Guidance Notes
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WORKING GROUP NO 4

* - Obtained from the "Council Process" document located at Annex B. éf/

## - Process assigned to more than one Committee for review and development CO/

PROPOSED PROCESS
NAME

Register Process

Review Process ##

Assessor Process ##

PROPOSED LEAFLET NAME

DETAILED BREAKDOWN OF PROCESS NAMES

Register Composition Process * )(
Access to Register Process *

. . 2 o
Complaint Review & Analysis Process * ##

Review Process * ##
Council Annual Consultation Process * ##

Registrant Assessor Process * ##

TARGET AUDIENCE

Benefits of State Registration to Public and Employers, General public

registrants ##

Employers of registrants
Registrants

Information to Employers of Registrants Employers of Registrants
Protected Titles, What we do, what we don't do i.e. Mgt,

training etc.,

Public Documents Issued by HPC

General public

Letters of Good Standing?? What, how, when, why? Other Registrants

docs we supply

The Health Profession Council Register General public

Where is it published?
When is it available?

Is it in other languages? Etc

Confidentiality of data

Register Guidance Notes

¥
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ANNEX A

The Council Processes, Brochures and Guidance Notes

Report from Chief Executive and Registrar

Paper to be tabled in the Council meeting on 18™
September 2002
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The Council began considering processes, brochures and guidance notes at its most recent meeting
(see Council minute 02/99). In consultation with the committee chairmen, the committees and
working parties, the Executive Management Team (EMT) has identified three kinds of documents
to be produced:

‘Operating manuals’ - mainly for use by staff

‘Brochures’ - for issuing to registrants and the public

‘Guidance notes’ - mainly for use by members and partners

"Operating manuals” are prescriptive to enable staff carry out the procedures agreed by the Council
and its committees.

"Brochures" are for the public and the general body of registrants as publicity for the Council’s and
its committees’ procedures etc.

"Guidance documents" are indicative rather than prescriptive, and will be for members, visitors,
approved institutions etc, who will need to be allowed to exercise their professional and expert
judgment within the parameters set by the Council or one of its committees: examples are general
guidance on visits and validation events for visitors, representatives and institutions; guidance for
legal, registrant and medical assessors; guidance for practice committees and their panels;
requirements and recommendations for approval and continued approval of courses, qualifications
and institutions.

The first version of these documents will need to be ready for the end of this transitional period.
The target date for completion of these documents is 1** April 2003.

A draft list of such manuals, brochures and guidance notes, both generic and ones specific to the
Council’s committees, is as follows:

GENERIC, COUNCIL-WIDE - ALL COMMITTEES
## - Assigned to more than one Committee for review and development

BROCHURES TARGET AUDIENCE

Becoming Part of the HPC Organisation General public

Council, Committee, PAP Panel Lay people

Lay people, registrants etc ' Registrants

Human Rights of Patients and Registrants General public Registrants
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INVESTIGATING COMMITTEE

## - Assigned to more than one Committee for review and development

OPERATING MANUALS
Complaints Process
Screeners Process

Mediation Process ##

Panel Process ##

Orders and Interim Orders ##
Restoration and Suspension Review Process ##
Appeals Process ##

Offences Process ##

Review Process ##

Assessor Process ##

BROCHURES

The Council’s Statement of Good Character, Conduct and
Health) — (Old Code of Conduct) ##

The Council Election Process ##

The Role of a Council/Committee member ##

Appeals ##
1. HEIs
2. Others

Becoming a Registrant of HPC ##

Complaints ##

Why do we need to complain?

HPC's Remit - Statement of Cond

Who Can Complain? (Police, Home Office, Clients etc)
How to make a complaint

A complaint has been made against me

Remedies - Interim orders + orders, Offences

Mediation ##
I have been requested to carry out Mediation
I want to carry out Mediation

The Role of a Legal Assessor ##
How do I become one, my obligations etc

The Role of a Mediator ##
The Role of a Screener ##
The Role of a Medical Assessor ##

The Role of a Registrant Assessor ##

For registration assessments for UK, International ad
Grandparenting applicants

For panels
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TARGET AUDIENCE
Registrants

Registrants

Existing Registrant : Potential
Council/Committee member

Registrant, HEI, "grandparents", EEA

Potential registrant

Complainant
Registrant

Registrant
Complainant

Potential Legal Assessor

Mediator
Screener
Medical Assessor

Registrant Assessor



Overview of the Investigating Committee General public

GUIDANCE NOTES

Complaints Guidance Notes

Screeners Guidance Notes

Mediation Guidance Notes ##

Panel Guidance Notes ##

Orders and Interim Orders Guidance Notes ##
Restoration and Suspension Review Guidance Notes ##
Appeals Guidance Notes ##

Offences Guidance Notes ##
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CONDUCT & COMPETENCE COMMITTEE

## - Assigned to more than one Committee for review and development

OPERATING MANUALS

Complaints Process

Mediation Process ##

Hearing Process ##

Order Process ##

Restoration and Suspension Review Process ##
Appeals Process ##

Offences Process ##

Review Process ##

Assessor Process #i#

BROCHURES
Overview of the Conduct & Competence Committee

The Council’s Statement of Good Character, Conduct and
Health) — (Old Code of Conduct) ##

The Council Election Process ##

The Role of a Council/Committee member ##

Appeals ##
1. HEIs
2. Others

Becoming a Registrant of HPC ##

Complaints ##

Why do we need to complain?

HPC's Remit - Statement of Cond

Who Can Complain? (Police, Home Office, Clients etc)
How to make a complaint

A complaint has been made against me

REMEDIES- Interim orders + orders, Offences

Mediation ##
I have been requested to carry out Mediation
I want to carry out Mediation

The Role of a Legal Assessor ##
How do I become one, my obligations etc

The Role of a Mediator ##
The Role of a Screener ##
The Role of a Medical Assessor ##

The Role of a Registrant Assessor ##

For registration assessments for UK, International ad
Grandparenting applicants

For panels
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TARGET AUDIENCE
General public
Registrants

Registrants

Existing Registrant : Potential
Council/Committee member

Registrant, HEI, "grandparents", EEA

Potential registrant

Complainant
Registrant

Registrant
Complainant

Potential Legal Assessor

Mediator
Screener
Medical Assessor

Registrant Assessor



@ GUIDANCE NOTES
Complaints Guidance Notes
Mediation Guidance Notes ##
Hearing Guidance Notes ##
Order Guidance Notes ##
Restoration and Suspension Review Guidance Notes ##
Appeals Guidance Notes ##
Offences Guidance Notes ##
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HEALTH COMMITTEE

## - Assigned to more than one Committee for review and development

OPERATING MANUALS

Complaints Process

Mediation Process ##

Hearing Process ##

Interim Orders and Orders ##

Restoration and Suspension Review Process ##
Appeals Process ##

Offences Process ##

Review Process ##

Assessor Process ##

BROCHURES

The Council’s Statement of Good Character, Conduct and
Health) — (Old Code of Conduct) ##

The Council Election Process ##

The Role of a Council/Committee member ##

Appeals ##
1. HEIs
2. Others

Becoming a Registrant of HPC ##

Complaints ##

Why do we need to complain?

HPC's Remit - Statement of Cond

Who Can Complain? (Police, Home Office, Clients etc)
How to make a complaint

A complaint has been made against me

REMEDIES- Interim orders + orders, Offences

Mediation ##
I have been requested to carry out Mediation
I want to carry out Mediation

The Role of a Legal Assessor ##
How do I become one, my obligations etc

The Role of a Mediator ##
The Role of a Screener ##
The Role of a Medical Assessor ##

The Role of a Registrant Assessor ##

For registration assessments for UK, International ad
Grandparenting applicants

For panels

Overview of the Health Committee
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TARGET AUDIENCE
Registrants

Registrants

Existing Registrant : Potential
Council/Committee member

Regisfrant, HEI, "grandparents”, EEA

Potential registrant

Complainant
Registrant

Registrant
Complainant

Potential Legal Assessor

Mediator
Screener
Medical Assessor

Registrant Assessor

General public



@ GUIDANCE NOTES
Complaints Guidance Notes
Mediation Guidance Notes ##
Hearing Guidance Notes ##
Interim Orders and Orders Guidance Notes ##
Restoration and Suspension Review Guidance Notes ##
Appeals Guidance Notes ##
Offences Guidance Notes ##
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EDUCATION & TRAINING COMMITTEE

## - Assigned to more than one Committee for review and development

OPERATING MANUALS
Education & Training Process
Visitor Process

Review Process ##

Assessor Process ##

BROCHURES

The Role of a Visitor

How Your HEI can obtain a HPC-approved course

Joint Validation Committee - What do they do for HPC?
Overview of the Education and Training Committee

Student Introduction to HPC

Visitors are coming to my HEI, what should I do?

GUIDANCE NOTES
Education & Training Guidance Notes
Visitor Guidance Notes
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TARGET AUDIENCE
Visitor |

HEI

HEI???

General public

Students commencing HEI course to
become a HP

HEI



REGISTRATION COMMITTEE

## - Assigned to more than one Committee for review and development

OPERATING MANUALS

Registration Process

Restoration and Suspension Review Process ##
Grandparenting Process

Register Process

Review Process ##

Assessor Process ##

BROCHURES
Overview of the Non-Statutory Committees ##

Benefits of State Registration to Public and Employers,
registrants ##

The Role of a Registrant Assessor ##

For registration assessments for UK, International ad
Grandparenting applicants

For panels

How can my profession become state registered?
Becoming a Registrant of HPC ##
Grandparenting : What does it mean? Does it apply to me?

Information to Employers of Registrants
Protected Titles, What we do, what we don't do i.e. Mgt,
training etc.,

Overview of the Registration Committee

Public Documents Issued by HPC
Letters of Good Standing?? What, how, when, why? Other
docs we supply

Re-registration and CPD
Returning to Clinical Practise

Test of Competence
Aptitude Tests
Test of English

The Health Profession Council Register
Where is it published?

When is it available?

Is it in other languages? etc

Why Do I Have to Carry Out a Period of Adaptation?

& What is it, why, constraints etc.
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TARGET AUDIENCE
General public

General public
Employers of registrants
Registrants

Registrant Assessor

Potential new professions
New registrant
Potential new registrants

Employers of Registrants

General public

General public
Registrants

Existing registrants
Registrants
Potential Registrant

General public

Potential Registrant



GUIDANCE NOTES
Registration Guidance Notes
Restoration and Suspension Review Guidance Notes ##

Grandparenting Guidance Notes
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FINANCE & RESOURCES COMMITTEE
## - Assigned to more than one Committee for review and development

OPERATING MANUALS

Review Process ##

BROCHURES TARGET AUDIENCE
Overview of the Non-Statutory Committees General public
GUIDANCE NOTES

Finance Guidance Notes
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COMMUNICATIONS COMMITTEE
#Ht - Assigned to more than one Committee for review and development

OPERATING MANUALS

Review Process ##

BROCHURES TARGET AUDIENCE

Overview of the Non-Statutory Committees General public

Benefits of State Registration to Public and Employers, General public

registrants Employers of registrants
Registrants

Overview of the Health Professions Council General public

Who are we and what we do

GUIDANCE NOTES
Communication Guidance Notes
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HPC OPERATIONS

In parallel to the proposed creation and production of brochures, operating manuals and guidance
notes by the committees, the Chief Executive and Registrar and his Executive Management Team
are working on the following internal processes and manuals. This is provided to you for

information only.
OPERATING MANUALS

Communications
(Chris Middleton & Eleanor Price)

Professional Body Management
(Tom Berrie, Lucinda Pilgrim, Gerald
Milch, Niamh O’Sullivan)

Council Procedures
(Niamh O'Sullivan)

Committee/Working Group
Procedures

(All Committee secretaries: Peter
Burley, Lucinda Pilgrim, Cathy
Savage, Paul Baker, Chris Middleton,
Anne Barnes, Tom Berrie, Gerald
Milch)

Education & Training
(Peter Burley)

Lobby Process

Direct Marketing Process
Conference/Public Meeting Process
Market Research

Crisis Management

Professional Body Relationship Development and
Management

Preparation of Council Agenda and Papers

Preparation of Council Meeting

Preparation of Council Minutes & Follow-Up of Actions
Council Election Scheme

Council Membership Management of Performance and
Attendance

Council Member Induction Program

On-going Council Member Training

Committee Servicing Manual/Process

First Time Approval of Courses, Examinations and
Qualifications

First Time Approval of Further and Higher Education
Institutions (FHEI)

First Time Approval of Clinical Practice Placements and
Laboratories
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™ Major Changes to Provision
Minor Changes to Provision
Continued Approval of Courses, Examinations and
Qualifications and Institutions
Joint Validation Committees - Entirely at the cost of the
university concerned. -
Physiotherapists
Occupational Therapists
Radiographers
Joint Quality Assurance Committee - Statutory visit at the cost
of HPC or in case of chiropodists
Chiropodists
Dietitians
Arts Therapists

Office Management Crisis Management & Disaster Recovery

™ (Deborah Farley) Building Security
Fire Evacuation and Drills
Building Alarm
Security Key Allocation
Visitor Sign-In
Stationary Orders
Facility Management
Air-con Maintenance
Lift Maintenance
Cleaning
Paper Recycling
Building Maintenance

European Union Policy Involvement in EU Policy Making and Strategic Intent
(Giercia Malcolm)

W\ UK Registrations Registration of New Applicant
' (Claire Harkin) Re-registration of Existing registrant

International Registrations Registration of New Applicant
(Liz Mayers) Re-registration of Existing registrant

Finance HPC Staff Expense Policy
(Paul Baker) Council/Committee Expense Policy
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(Ming Trinh)

Legal Services
(Anne Barnes)

- Grandfathering
(TBA)

Human Resources
(Denise Thompson)

Creation New User

Deletion of Old User

Registration System Back-up
File/Print System Back-up
Acquisition/Set-up of New PC
Acquisition/Set-up of New Laptop
Registration System Maintenance
File/Print System Maintenance

Preparation of Formal Hearing
Formation of Panel

Training of Panel Members
Training of Partners

Partners

Recruitment of Partners

Training of Panel Members
Training of Partners

HPC Staff

Joining Process - Induction Pack etc
Exit Process

Performance Review

Salary Review

Employment Policy and Guidelines
Occupational Health and Safety

Ist Aid

Fire Wardens

Floor Wardens

Management Program
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- ANNEX B

REGISTRATION COMMITTEE PROCESSES
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ABOUT THIS DOCUMENT

This document is intended to define the processes that HPC will have to establish by 1* April 2003 to deliver the HPC 2001 Order in Council.

Purpose of This Document
The purpose of the Process Flow Charts is to identify and clarify:

Where third parties such as members of the Public and Registrants interface with the HPC.
The tasks of the Council, Statutory Committees and the HPC Executive.
The relationships between the Public, Registrants, HPC, Statutory Committees, the HPC Executive and other bodies and individuals, for example Educational
Institutes and Visitors.
e The requirements for Rules, Criteria and detailed explanations of Processes

They also aim to identify where the OIC requires the HPC to make a choice. For example:

e The allocation of tasks between Committees and Panels.
e The division of work between the HPC Executive, Professional Advisory Committees and Screeners.
¢ The nature of the work to be undertaken by the Investigation Committees before the Conduct and Competence and/or the Health Commiittees.

The Process Flow Charts do not:
¢ ldentify the detailed tasks required to establish and operate the processes.
e Identify and allocate human and financial resources to establish and operate the processes.
* Represent a Project Plan or its timetable.

Who Should Use This Document?

This document is an intenal document for discussion purposes only.

Internal Document ‘ Page 4 of 35
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REGISTRATION PROCESS
REGISTRATION PROCESS

HPC submit applicant Person seeking admission
Person seeking application applies in Lhe prescribed
p:::;isﬁonmg ;er dowme:iuaulgnl ferm and manner
e application kit. 92 p7
applies to the NotIn GIC —P Form and manner in which

Council applications aro to be
Sl p7 mado
7))

ETC shall give its decisicn on appiication as soon as
practicable
ANDIN ANY EVENT
within the period specified in European Comnunities
{Recognition of Professional Qualifications)
Regulations 1991 and the Eurepean Communities
{Recognition of Professiona! Qualifications) (Second
General System) Regulations 1996

8(5) p&
Is currently 4 months

COUNRCIL
“Not Praclised for Prescribed Period Education & Training” Standards.

18(3)p13
Council must set the "Approved qualification awarded” prescribed period and this
period cannot be > 5 years.
S{2)a)(ii) p7

Council to set the "prescribed form and manner” for applications for registration
8(2)p?

EDUCATION TRAINING COMMITTEE

APPR D
R

ATION

Has the person seeking
admission beenona
register under the 1960
Actin the 5 years
immediately preceding
the date of the HPC Act
and applied within the

Does the

period?
8i2) fa} () 07

person seeking
admission satisfy the ETC lhat he

relevant period?
2(4) p8 holds an approved qualification
awanded within a prescribed
period ending with Lhe date of the
application and within the relevant

SPECIFIED

TRAINING
PROCESS

Approved Qualification List
S{2}alp?

Does the person seeking
admission satisfy the ETC that he
holds an approved qualification
awarded before the prescribed
pertod and has met such
requirements as additional
education, training and experience
as the Council has specified under
Articte 19(3) and which apply to
him?

9(2) {a} (N p7

TRANSITIONAL

Is the ETC
satisfied as to his
good characler?
9{4) p8

Person seeking admission is entitied ta be
registered in the register

(1) p7
HPC REGISTER
—P 5(1) p5 and & 5(4) p6
internal Document
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N PROVISIONS
RELATING TO
v ADMISSION TO
l THE REGISTER
AFE AND EFFECTIVE ASSESSMENT & FEE PROCESS
CHECK PROCESS Pace 37
Article 9(2)(b) & (c) p7 g
REGISTRATION | ‘
NOTIFICATION Person is not entitled to be registered
PROCESS < ¢
Page 50

——»

Page 41

N

Page 5 of 35
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APPROVED QUALIFICATION PROCESS

LIST CF APPROVED
COURSES, INSTITUTIONS
& QUALIFICATIONS
15(8)(a) p11

Investigate applicant's
qualifications

Compare application o Approved course list
S{2)alN a7

HEI STANDARDS
&
REQUIREMENTS
ATTAINMENT
PROCESS

v

Page 53

S

Internal Document

DRAFT — FOR DISCUSSION PURPOSES ONLY

Has he a qualification awarded in the
United Kingdem which has been
approved by the Council as attesting lo
the standard of profidency it requires
for admission to the part of the register
in respect of which he is applying?
2(1i{al 09

Has he a qualification to which the
Commwnities

e )

{Second General System) Regulations 1996
8]

12(1}b) 09

A 4

NON-UK APPROVED
QUALIFICATION
PROCESS

Y

Person is regarded as having an approved qualification
20)p9

v

C Back o procsss )

Page 7 of 35
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SAFE AND EFFECTIVE ASSESSMENT & FEE CHECK PROCESS ~ ARTICLE 9(2)(b)(c)

SAFE&

Page 35
EFFECTIVE
—p PRACTICE
Page 43,45 F‘EROCES;

-

I\/l *

=2

ETC shall give its decision on application as soon as practicable

within the period specified in European Communities (Recognition of Professional Qualifications)
Regulations 1991and the European Communities (Recognition of Professional Qualifications)

AND IN ANY EVENT

{Second General System) Regulations 1996

Y

Person cannct be registered
NotinOIC

Y

REGISTRATION
NOTIFI
PROCESS

Internal Document
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Currently four months
S pd
COUNCIL
Registration Rutes
Register Rules
Does the person seeking admission 8
satisfy the ETC in accordance with Payment of Fee: Rutes
Council's requirements that he is {
capable of safe and effective practice? Charging of Fees Rules
212)h) p7 112M¢) o7
Documentary and other Evidence Rutes
Zi2l{d} pT
HPC REGISTER

Person seeking admission
5(1) p5

is entitled to b registered
in the register —————P
ip? |
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Education Training or
Experienco Check for New
Registration Renewal of
Registration

Has the person:
Not practised
19(3) p13
Not practised for or
during 3 prescribed

prescribed period
S(2)a)H) p7

€

COUNCIL

The Councdil may make rules requiring registrants to undertoke such
continuing professional development as it shall specify in standards
191013

Person in question must undertake such education or training
OR
Gain experience as Council specift

19(3) p13

v

Was the applicaticn a

renewal?
Notin CIC

_,C Bak 1 prevous proces )4_‘

Page 9 of 35

es in the standards

COUNCIL
°Education & Training Standards®
18(41(b) p26

“Continuing Professional Development®
Standards

18{1) p13, 18{4)(a) p13
*Not Practised for Prescribed Period
Education & Training” Standards

19(3) p13

Faiture to comply with Post Registraticn
Rules” Requirements

Determine “Prescribed Period” for CPD

REGISTRATION
NOTIFICATION PROCESS

v

Page 41

N




NON-UK APPROVED QUALIFICATION PROCESS

AN

EDUCATION & TRAINING COMMITTEE EDUCATION & TRAINING COMMITTEE
Applicant does not LIST OF NON-UK QUALIFICATIONS WHICH ARE Determine procedures to hether qualification
- awarded outside UK is comparable standard to a
Page 36 have a UK qualification COMPARABLE STANDARDS to UK QUALIFICATION qualification in UK 12(2) (a) p9
12{2) (a) p?
Publish non-UK quatifications tist 12(2) (a) pg

/ Review non-UK quatification lis! 12(2) (a) 09

Does he hold a qualification which the Council is satisfled aftests to
a standard of proficiency comparable to that attasted to by a
qualification awarded in UK which has been approved by council as
attesling to the slandard of proficiency required for admission to
register?

Has the applicant undergone in the United Kingdom or eisewhere
such additional training or experience as satisfies the Coundi),
following any test of competence as it may require him to take, that
he has lhe requisite standard of proficiency for admission {o the part
of the register in respect of which he is applying? 12{1)Mc}1i) p®

Y
KNOWLEDGE OF ENGLISH PROCESS

Page 42 \ 4
Did the applicant satisfy the prescribed knowledge of q Person I:preoardez :;I;lgtl;cr:‘avlng an
< 7 Engfish? proved

Person is regarded as having an approved quatication { Back to previcus process )4
Page 38

<

lnterﬁal Document Page 10 of 35
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SAFE & EFFECTIVE PRACTICE DETERMINATION PROCESS

COUNCIL COUNCIL
Page 37 Requirements to meet as to the evidence of good health & “Standard of Proficiency”Standards for each and every part
good character of the register
Y S2itb) o5 §t2Ma) ps

ETC shall give its decision on application as soon as
le

AND IN ANY EVENT
within the period specified in Eurcpean Communities
(Recogrnition of Professional Qualifications)

COUNCIL
The Council shall publish:-

. “Standard of Proficiency"Standards for each and every
Regulations 1991 and the Eurcpean Communitios pnn of the register
{Recognition of Professional Qualifications) (Second Requiremants to meet as to the evidence of good health
General System) Regulations 1996 & good character
Currently four months S(3h {h} p&
8(5) p14
Does the person in question, satisfy the ETC
that they meet the “Standards of
Standards necessary for "safe & effective”
practice?
$(2]2) p5 + 9(2)b) pT
Does the person in question, satisfy the ETC
that they meet the requirements as ta the
evidence of good health and good character?
5(2)(h} oS » 8(2)(b) o7 \ 4
ETC are not salisfied that applicant is capable of safe 8 effective
praclice under that part of the register
5(2) p5
ETC is satisfied that applicant ks capable of safe & effective practice C.
that m the o BEGISTRA;’I'%ICQ(S);IFI ATION
¢ Page 41
C Back to previous process ) _/- : : ;
I | Page3s
Internal Document Page 11 of 35
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REGISTRATION NOTIFICATION PROCESS

Was lhe decision made by the ETC,
favourable to the appilcant?
8i6)pd

Notify appticant in writing of the ETC’s decision and its
decision

reasons for reaching its
846)pd

Internal Document :
DRAFT -~ FOR DISCUSSION PURPOSES ONL

€

Natify applicant in writing of the ETC’s decision and its
reasons for reaching its decision
9(5)p8

'

Notify applicant in writing of his right of appeal under articte 37
86} 8

A 4

( No further action to be taken )

Page 12 of 35




KNOWLEDGE OF ENGLISH PROCESS

: : Non-EEA national or exempt person needs

39 15 be checked for knowtedge of Engfish
Page 1200cl(n po

COUNCIL
Determine prescribed requirements as to knowledge of English
12(1}c{lin p8

Is the appticant an EEA national or exempt persen
for the definition of the knowtedge of English?
1209Mc)iil) n9

Oid the applicant satisfy the prescribed
requirements as to knowledge of

English?
12(1)(cHilh p9

h 4
Does not need to satisfy Applicant satisfies prescribed For the purpases of the Order,
prescribed knowledge of knowledge of Engﬂ:: requirements :ersgnp: regarded az NO'?
Engfish requirements A2(1Mc)[ID 9 having an approved qualification
12(1HCMID pd 22(1MeMilN) pd
< Back to previous process )
Internal Document Page 13 of 35
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RENEWAL OF REGISTRATION AND READMISSION PROCESS

ETC shall give its decision on application as : :
socn as practicable Page 37
e Y e SAFE AND EFFECTIVE -
within Ihe period specified Has the person seeking
Registrant to be Communities (Recognition of Professional admission been on a register ASSESSMENT & FEE
re-fegistered Qualifications) Regulations 1991 and the under the 1960 Act in the 5
10{1) P8 c es (R ition of years & fately i CHECK PROCESS —
Professional Qualifications) {Second General the date of the HPC Act and ARTICLE 9{2)(b)(cIp?
Sys!emwm)ﬂRe?uk:m JgSG applied within the relevant 10(2)(a 8
ty fou e 10(4)(a) p8 ﬁ
A
Page 38
SPECIFIED TRAINING
PROCESS f
19(3) p13
10{2)(c)p8
HPC REGISTER EGISTRATION
5(1) p5 NOTIFICATION ETC grant the application
< PROCESS < for rencwal
A

AN

Page 41

I

mmwsgﬁmmmmmmw

Whers the

continuing
mummwm

for less

has not
mmmmmmmmpaam
mm&mmsmmu o additiona

COUNCIL EDUCATION AND TRAINING COMMITTEE

length of registration 10{2)(b) p8
10{1) 08 ETC set prescribed times for CPD
10(2)(b) p8
Internal Document
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a3 the Councll may specify
under articlo 19(3)
100288\ {c) of

CONDITIONAL
REGISTRATION
RENEWAL
PROCESS

Page 14 of 35




OCESS

Is the person concemned subject 10:

. an aflegation refating 1o paying of fees or not
applying in he prescribed form or within the
prescribed time OR

. suspension order RO

. a conditions of practice order OR

intertm order?

10{3) 08, 11(3)al(b) p9

CONDITIONAL REGISTRATION RENEWAL P
'.l.l.lll.".l.llll.
. Appﬂwntz: H
/ N\ . renewed : Specified period of conditional
E mmcmw E ohasa
il e B T
. period .
. m :
EIIIIIIII...IIIIII.:
Did the applicant
compty with the
canditions of renewal?
10(3) p8
ETC grant the application for unconditional renewal
1003 o8
Internal Document
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€

NOT LAPSED REGISTRATION LAPSED REGISTRATION
Person registration hag NOT lapsed Person registration has lapsed
10(3) p8 10{3) p8
112) P8 1112} P8
Registrant’'s name remains on the register
Notin QIC
HPC REG'STER Remove registrant’s
| name frem the register

> 5(1) p5 —— 103 pa

LAPSED REGISTRATION

APPLICATION PROCESS

v

Page 45

N

Page 15 of 35




LAPSED REGISTRATION APPLICATION PROCESS

AN

Pagodd | P

Applicant applies to ETC to be re-admitted

ETC grant re-application
10(4) p8

A COUNCIL

| of registrant's name frem

SAFE AND EFFECTIVE ASSESSMENT & FEE
CHECK PROCESS ~ ARTICLES{2}{b)(c) p7

10(4)(a) p8

v

SPECIFIED REGISTRATION TRAINING
10{4)(b) p8

ts the ETC satisfied that

1t o8
Page 38

— A

10(4}{b) p8

Internal Document

—’ Re-register applicant

—P> 5(1) p5 ]

HPC REGISTER

ETC does not grant re-admittance onto the register
164} p8

Do NOT re-wrila to the register 4——_

J

DRAFT - FOR DISCUSSION PURPOSES ONLY
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AN

REGISTRATION
NOTIFICATION PROCESS P

Page 41
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RESTORATION AND SUSPENSION REVIEW PROCESSES

RESTORATION TO REGISTER WHEN STRUCK OFF PROCESS

NOTE: OIC does no! specify who determines whether
“rew evidenca relevant to a stricking off order * becomes
availabla

30(7) p20

In this process flow, [ has been assumed the Registrar
{the cne receiving the application for restoration)
determings new ovidence.

Person who has been struck off the register by an order made by
Practice Committee or court wishes (o be restored to the register,
makes an applicalion to the Reglstrar
33{1)p23

REGISTRAR
Is this tho first 0 such
application for resteration?
33(2){a) p23
REGISTRAR
REGISTRAR Is It < 12 months since
is uz;dm:ﬂwg off previous application?
3N2)(a) p23 32)0) p23
C APPLICATION PREMATURE )
No further action to be taken

to Comnjitce that

made the order or

ST REGISTRAR

suth an gpplication Has the applicant’s right to apply

: for restoration been suspended
proviously by a Practise
Committoo?
33(9) 024
4 > | 4 A 4 Y
Page 12 INVESTIGATING CONDUCT & HEAL
COMMITTEE COMPETENCE COMMITTEE
A PROCESS X COMMITTEE u PROCESS
Page 13 PROCESS Page 14 CAPPLICATION SUSPENDED 'NDEF[N"ELD
? f No further actlon to be taken
Paga 47 ‘_
h 4
i ; RESTORATION TO REGISTER WHEN STRUCK OFF [l PROCESS
internal Document Page 17 of 35
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RESTORATION TO REGISTER WHEN STRUCK OFF Il PROCESS

Cemmittee who made the striking off
crder or the tatest application for

Page 46 restoration has heard the case.
33(1) p23 j

Is tho application for
. rostoration

succossful?
Notin OIC

SUCCESSFUL
APPLICATION
PROCESS

Page 48

Internal Document Page 18 of 35
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Is this thelr first restoration
application?
33(9) p24

Doos the Committeo
wish to suspend the
right to ro-apply?
339) p24

Right lo re-apply is suspended.
33(9) p24

Y

Applicant can appeal within 28 days
23(13) 024




SUCCESSFUL APPLICATION PROCESS

£

Page 47

Application for restoration was \;
successful

Net in OIC J

Internal Document
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Does tho Committes
want to mako a
Conditions of Practice

Order?
33(N)b) p24

Make order
33(THb) p24

Does the Committeo require
education, training or
oxperienco
33(6) p24?

Applicant can appeal within 28 days
33(13) p24

P

or experience
33(6) p24

Can appeal within 28 days
33(13) p24

Page 19 of 35

Y
’C Restore to register once fee is paid )




APPLICATION TO REVIEW SUSPENSION OF RIGHT TO APPLY FOR RE-ADMISSION PROCESS

Apersmmhasbea\smckoﬂandmmsubsequmﬂ\
suspended indefinitely from applying for restoration, applies

to the registrar to have the suspension of restorati
application decision reviewed.
33(10) p244 j

REGISTRAR

is this roview roguost
2 threo yoars since APPLICATION PREMATURE
tha suspension or No further action to be taken
previcus application?

3311 024

v Y A Y
ﬁ > INVESTIGATING CONDUCT & HEALTH

COMMITTEE COMPETENCE COMMITTEE
Page 12 PROCESS Page 13 COMMITTEE Page 14 PROCESS
PROCESS

Is the application
successful?
Notin OIC

SUSPENSION LIFTED
No further action to be taken :

Can appeal within 28 days
P 33(13) p24

Internal Document Page 20 of 35
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“GRANDPARENTING”

TRANSITIONAL PROVISIONS RELATING TO ADMISSION TO THE REGISTER PROCESS

AN

Page 35 Person applies for admission to the register

. Has the persen ever been registered T
under the 1960 Act cr 2001 HPC Act?
1311)(a) nd

9

Has the person applied within 2

y

Person cannot be
registered under the
transitional provisions
13U11}al n9

years beginning with the relevant
?

13{1}b) p9

Has the persan, for a perlod of 3 cut of 5 years
immedialely preceding the “relevant date (opening
of HPC Register) or its equivalent part-time basis,
been wholly or mainly engaged In the lawful, safe
and efiective practice of the profession?

13(2Ma) 10

Has the persen nol 5o praclised but has undergone in )
the UK or elsewhere additional training and

experience that satisfies the Council that he has the
requisite standard of proficiency for admission?
13(2¥) p10

Compare person’s lawful, safe and effective practice and
additional training and experience to the REQUISITE

STANDARD OF PROFICIENCY CRITERIA =
13(3) p10

1

"
Y
Person cannot be registered under the
transitional provisions

TRANSITIONAL PROVISIONS STANDARD OF PROFICIENCY PROCESS

| Page 51

musrr‘:géus
ETC to publish its PROVISIONS REQUISITE
TRANSITIONAL PROVISIONS STANDARD OF
REQUISITE STANDARD OF PROFICIENCY CRITERIA
PROFICIENCY CRITERIA 1331 P10
Internal Document
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TRANSITIONAL PROVISIONS STANDARD OF PROFICIENCY PROCESS

AN

Page 50

Does the ETC believe the applicant's E& T &
E is equivalent to the REQUISITE
STANDARD OF PROFICIENCY CRITERIA?
13{2) p9 8. 10

Appticant sits TEST OF
COMPETENCE
13(2)p9& 10

Oid applicant pass the ETC's
Test of Competence?

TEST OF COMPETENCE

EDUCATION AND TRAINING COMMITTEE

ETC to set Test of Competence
122\ nO

Y

3M2)p2 & 10

Person shafll be treated as satisfying the

requirements of article 9(2)n7 —
13(2)p9 & 10

Internal Document ,
DRAFT - FOR DISCUSSION PURPOSES ONLY

HPC REGISTER

Page 23 of 35

Perscn cannot be registered under the
transitional provisions
Not In OIC
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REGISTER COMPOSITION PROCESS

———-——-—————--\

5(4) p6

Show in relation to each registrant, address and other
details as the Council may prescribe

’
\
/
/
The register shall be divided into Thero shafl ba one or more l Subject lo article 7, the Privy Coundll may by order, on a proposal by the Coungil of
such paris as the Privy Counci) designated littes for each part of otherwise, make such other provision in connection with the register as it considers
may by order determine, cn a the register indicative of different ’ appropriate and In particutar may provide for—
proposal by the Counct or qualifications and different kinds (a) the register to include entries indicating the possession of qualifications
otherwise, and in this Order, of education or training and a (whether or not they are approved quatifications) or competenca in a particular field or at a
references to parts of the register registrani Is entitled to use ' particular level of practice, or for the use of a particular categery of entry ta be
are to the parts so delermined. whichever of those titles, discontinued;
6{1) p6 ing to the part of the | @) persens to be registered in ane or move parts of the register by virtuo of
register in which he is registered, having been included in the register maintained ynder the 1960 Act;
as is appropriate in his case I (©) the recording cf additional entries by virtue of their having been in Lhe register
&2 p8 maintained under the 1960 Act;
| (d) a specified part of the register to be closed, as from a date specified in the
onder, 80 that on cr after that date no further person may become registered in that part;
i (© a specified part of tha rogister to be sub-divided into two or more parts, o for
two or more parts to be combined into one;
| [0)) persens {o be registered in ene or more parts of the register by virlug of
having been registered in a part or parts of the register which have been closed, sub-
|| divided or combined;
{9) the recording in Welsh of titles, qualifications and other entries referred to in
| this paragraph in respect of those members of the professions regulated by this Order
whose registered address is in Wales.
\ 6(2) 06
\
\ y
N ’,
“~
-----—1-—-——-_
\ 4
HPC REGISTER

Internal Document
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ACCESS TO REGISTER PROCESS

The Council shatl make the register avaﬂable) The Council shatl publish the register maintained
for inspecticn by members of the public at 20) by it in such manner, and at such limes, as it
reasonable times considers appmpﬁale
8 p7
On application by a registrant who wishes to
practise in ancther EEA State, the Councit shall
provide him with such documentary evidence as is
required by the relevant Directive
\
\ 4
HPC REGISTER
Show in relation to each registrant, address and other
details as the Council may prescribe ——
5(4) p6
Internal Document Page 28 of 35
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REVIEW PROCESSES

AP LAINT

T £ o PRI , m PR

h [3
lf' Coftate hearing documentation "‘*_’a
: NotIn OIC s &

> . .

hearing type, Col
profession, recommendation and nuing by
Not in OIC | S

e ~Vaney - pu— - ‘4-“ ’ ! ivou pees
" wlate nlauve s‘mtew :' ;’/ WA e e WKL LR T3 e - am e, ‘
s documentation. : > i Cany °:‘ ﬂ"“gllg“a‘ws i
, Not in OIC i . otin !
. i e v s s

i : e o e A

; Document findings, recommendations, | i }
_: praventative strategies elc o Repmeer :
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REVIEW PROCESS

N

1 | 1
Set RULES, STANDARDS,
Page 8, 9, 11,17, 19, 20, 21, 30 ARRANGEMENTS,
REQUIREMENTS
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Communicate to:~

. Public ,
Monitor Set RULES, STANDARDS,
W ARRANGEMENTS,
1501 p13, S5i8) 011,26 At TS
1612} Not in OIC
012, 22{9) p18,
A
A Does Set RULES, STANDARDS,
ARRANGEMENTS,
REQUIREMENTS need to be
reviewed?
Notin OIC
Review Sot RULES, STANDARDS,
ARRANGEMENTS, REQUIREMENTS
Not In OIC
Does Set RULES.,
STANDARDS,
ARRANGEMENTS,
REQUIREMENTS need to be
U ifted?
Not In OIC
Update/modity/change Set RULES, STANDARDS,
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COUNCIL ANNUAL CONSULTATION PROCESS
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ASSESSOR PROCESS
REGISTRANT ASSESSOR PROCESS

Council to appoini registrant assessors
501} p2%

ts person a member of Coundil
or statutory commitiee, a
screener, a visitor, or legal or
medical assesscr or employed
by the Council?
3N p2%
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Process Description Process Shape

|

S . . HEALTH PROFESSIONAL
DOCUMENT: This symbol represents a single document or piece of COUNCIL REGISTER

information. \_T/—

v

Training, Education, Work
MULTIDOCUMENT: A series of “DOCUMENT" symbols represents muitiple Experience Criteria
documents or several different types of information.

Y

PRE-DEFINED PROCESS: A double-ended box represents a detailed process that is shown

on another page. CRITERIA
REVIEW

PROCESS

v

A PRE-DEFINED PROCESS will normally have a BLOCK ARROW attached to it.

BLOCK ARROW: These symbols are used as a "connector” from one step in a flowchart to

another. Typically used when a portion of a flowchart cannot fit easily in the space available.
They indicate the page number of the “connecting” flowchart. The arrow pointer indicates the l A
direction of the “connecting” flowchart. Page 7
Page 4
A BLOCK ARROW will normally be attached to PRE-DEFINED PROCESS. : ;
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LEGEND/KEY CHART

Process Description

TERMINATOR: An elongated circle shows the starting and ending points of a process flow.

PROCESS: Any step or activity that needs to be completed (except DECISION POINTS and DOCUMENTS)
is boxed.

Each box contains a short description of the step or activity being performed.

DECISION POINTS: DECISION POINTS are represented by diamonds. Each diamond involves making a
“YES” or “NO” decision.

A “YES” decision moves the process flow through the arrow connector attaﬁhed on the bottom of the diamond.

A “NO” decision moves the process flow through the arrow connector to the left or right of the diamond.
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Process Shape

!

Register HP

!

Is the HP
State NO
Registered?

YES



Process Description Process Shape

!

DELAY: Represents a time delay or “lag” in the process flow. Minimum
time

l

OR: This symbol involves making a decision between multiple choices, and where only
one outcome is possible.

or Health Issue?
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