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1. Introduction 
Regulatory bodies such as the General Medical Council (GMC), the 
Healthcare Professions Council (HCPC) and the Nursing and 
Midwifery Council (NMC) maintain registers of professionally qualified 
health care staff who have fulfilled the relevant registration 
requirements and who are therefore entitled to practise their 
profession. Such registers are central to public protection. 
This document outlines the Professional Registration procedure for 
the Scottish Ambulance Service (SAS). The aim of this procedure is 
to ensure that all employees being appointed or holding positions with 
SAS that require registration, (thereafter referred to as the Registrant) 
have up to date professional registration with the Health and Care 
Professionals Council (HCPC) and the Nursing and Midwifery Council 
(NMC) as appropriate.   
. 
2. Aim  

The aims of this policy and procedure are: 

 To provide a framework applicable across SAS to ensure that all staff 
requiring professional registration are currently registered with the 
relevant body and that all staff maintain their professional registration 
in order to remain qualified to undertake their role. 

 To protect the public who come into contact with SAS services by 
ensuring that all professionally qualified staff fulfil the relevant 
registration requirements to practise their profession 

This policy and procedure addresses the expectations and processes 
that SAS has for staff who require a professional registration to 
undertake their contracted role.  

This applies to all employees directly employed, or employed via bank 
arrangements, who require a professional registration to fulfil their 
role.  

It is recognised that Medical Consultants require to be fully registered with the 

General Medical Council throughout the duration of their employment and be 

included on the Specialist Register and continue to hold a licence to practise. 

Medical Consultants will normally be covered by the NHS Hospital and 

Community Health Services indemnity against claims of medical 

negligence.  However, in certain circumstances (especially in respect of 

services for which they receive a separate fee) they may not be covered by the 

indemnity.  NHS Greater Glasgow and Clyde therefore advise that you maintain 

membership of a medical defence organisation.  Copies of NHS Circular 

1989(PCS)32 and NHS MEL(2000)18 on indemnity arrangements may be 

obtained on request. For additional pre-employment checks for Medical 

Consultants see Section 4F of the GMC Guidance Handbook available on 

http://sas/Personnel/recruitment/Pages/Pre-employmentStage.aspx



3. Key Principles 

3.1 Registration with the relevant body is mandatory for all professional 
staff requiring registration employed within SAS. 

3.2 A qualified practitioner who is not registered with the relevant body will 
not be employed by SAS to practise their profession. This is consistent 
with SAS Policies on Management Employee Conduct and 
Management of Employee Capability. 

3.3 Prior to confirming an offer of employment, all registered staff will have 
the details of their statement of entry to their professional register and 
current registration verified. The candidate may receive a provisional 
offer of employment subject to pre-employment checks, of which 
registration confirmation is one. 

3.4 An accurate record of the expiry date of registration will be maintained 
for all registered staff employed throughout SAS and recorded on 
eESS.  

3.5 Staff in post whose registration lapses will not be permitted to practise 
as a registered practitioner and may be offered a non-professional role 
(subject to suitability and availability) within SAS, and will be paid at 
that post rate of pay / band. 

3.6 In every such case there should be an investigation, as outlined in the 
SAS Management of Employee Conduct policy, of the circumstances 
which led to the lapse of registration, which may lead to disciplinary 
action being taken if appropriate. 

3.7 Each profession has a regular registration cycle with the relevant 
regulatory body, and practitioners must maintain Continuing 
Professional Development (CPD) in order to re-register. CPD is the 
responsibility of the registrant and should be discussed during the 
annual appraisal process.  

4.0 Roles and Responsibilities 

Registrants within SAS are responsible for ensuring that they hold a 
current and up to date registration. They are also responsible for 
providing information and documentation to confirm their registration 
status to SAS. Any lapses in registration are the sole responsibility of 
the post holder. The post holder / employee must notify their line 
manager if their registration lapses.  



4.1. Individual (the Registrant) 
It is the Registrant’s responsibility to ensure they are familiar with the 
standards and requirements of their regulatory body to ensure that 
they comply with those requirements at all times. 

Each registered member of staff is: 
 Accountable for ensuring that their registration is current and up to 

date. 
 Accountable for ensuring that they fulfil the criteria for periodic 

registration renewal, including undertaking CPD 
 Responsible for advising the relevant body of any change in personal 

details, e.g. address or name. These must be up to date to allow 
correct identification from the website. It is advisable to keep copies 
of any communications with the regulatory body 

 Responsible for advising their line manager and the HR Department 
of any changes to their registration status.  

4.2 The Human Resources Department (Recruitment Team): 

The Recruitment Team / Recruitment Advisors are central in ensuring 
that relevant registration information is collated at the point of 
employment and post offers.  
The Recruitment Team are responsible for: 

 Issuing a letter which states what documentation the candidate is 
required to bring to interview for validation, which includes the 
registration documents. 

 Will ensure evidence of professional registration required for role has 
been verified prior to employment.  

 For successful candidate(s), will ensure the necessary evidence of 
registration is obtained directly from the statutory regulatory body to 
ensure that the individual is appropriately registered and that 
registration :- 

- Covers the proposed role, 
- Is not subject to any restrictions 
- Confirms whether the individual is the subject of any 

Fitness to Practice investigations which the regulatory 
body has a duty to disclose. 

 Where a registered practitioner requires to use an additional 
recordable qualification, confirm this as well 

 Issue a conditional offer notification via email when candidate(s) are 
successful. 

 Issue offer of employment subject to satisfactory pre-employment 
checks.  

 Provide a contract of employment that states it is the staff member’s 
responsibility to ensure that they remain a registered practitioner and 
that they must comply with all appropriate Codes of Practice, failure 
to do so may result in termination of employment. 



4.3 Line Managers: 

It is the responsibility of the Line Manager to ensure that all of the staff 
under their remit have appropriate and up to date professional 
registration with the relevant regulatory body. Checking of the HCPC 
or NMC Register may be delegated to an identified and agreed 
member of the administration team, who has had training in the 
checking process, however responsibility for ensuring that an 
accurate record of current registration expiry and revalidation (where 
relevant) dates for all their registered staff falls to the line management 
structure 

The Line Manager is:  
 Accountable for ensuring that the registration of newly registered and 

appointed  staff is verified / checked 
 Responsible for ensuring contact is maintained with staff members 

who are on a period of extended leave regarding their registration 
particularly at points of renewal 

 Responsible for liaising with their Area Service Manager and HR 
representative regarding staff in default of current registration renewal 
and the action to be taken 

 To participate in an investigation in line with the Management of 
Employee Conduct policy, with their Area Service Manager, if a 
member of staff fails to maintain their registration status with the 
statutory regulator 

 Through the PDP / Appraisal process discuss relevant CPD 
opportunities relevant for professional registration.  

4.4 Area Service Manager / Head of Service: 

It is the responsibility of the Area Service Manager / Head of Service 
(ASM / HoS) to give assurances to the relevant service Assistant 
Director / Director that all staff who require a professional registration, 
have this in place in order to deliver care as appropriate for their role.  

The ASM / HoS is: 
 Responsible for ensuring that managers across their remit adhere to 

this policy and procedure. 
 Responsible for undertaking an investigation in line with the 

Management of Employee Conduct policy if a member of staff, within 
their remit, fails to maintain their registration status with the statutory 
regulator. 

 Responsible for ensuring that removals, suspensions and interim 
suspensions from the professional register are checked and action 
taken as appropriate. 



4.5 Assistant Directors / Directors  

Regional / national Assistant Directors and Directors have a shared 
responsibility for ensuring that systems and processes are in place 
within their areas that ensure that the registration status of staff who 
require professional registration is captured and communicated 
appropriately. Thus confirming that staff within their geographical 
areas have the necessary credentials for practice.  
The Assistant Director / Director will: 

 Be responsible for ensuring that managers across their geographical 
area  adhere to this policy and procedure 

 Be ultimately responsible for ensuring that all staff who require 
professional registration within their geographical area hold current 
registration 

 Provide assurance to the Executive Lead for Professional Registration 
of the professional registration status of staff.  

4.6 Executive Lead for Professional Registration 

The Executive Lead for Professional Registration has ultimate 
responsibility for providing assurances to the Chief Executive and the 
Executive Board that all staff who require a professional registration 
for their role have up to date registration status. 

The Executive Lead for Professional Registration will: 

 Ensure that regional and national services have established 
processes for monitoring and recording staff professional registration 
status.  

 Receive annual confirmation of staff professional registration status 
form regional and national services.  

 Be ultimately responsible for ensuring that all staff who require 
professional registration within SAS hold current registration 



5.0 Procedure for Verifying Professional Registration Renewal 

5.1 Paramedic Registration 
Renewal of paramedic registration occurs every two years and there 
is a 3 month window in which the Registrant can renew their 
registration. Registration fees can be paid in full at the two yearly 
cycle, or by four separate instalments during the two year cycle. Fees 
paid by instalments are done by direct debit to the HCPC and 
deducted on the 2nd of January and 1st of July each year of the 
registration cycle. 
It is the responsibility of the Registered Paramedic to confirm their 
professional Personal Identification Number (PIN) with their line 
manager when commencing their employment. It is the responsibility 
of the Registered Paramedic to provide evidence to their line manager 
when their professional registration fees have been paid and when 
they have renewed their registration.  

It is considered best practice to have a system in place that reminds 
regulated professional staff of their requirement to maintain their 
professional registration status to work within their job role. 

The Education and Professional Development Department will 
centrally coordinate reminder notifications for Paramedic staff that will 
be circulated prior to the re-registration period and fees payment. 

5.1.1 On the 1st of June at the beginning of the 3 month window on 
the year of re-registration EPDD will ensure that a reminder flyer is 
circulated to all registrants via email, @SAS and the CEO newsletter 
(see Appendix 1). 

5.1.2 One month prior to the instalment months for fee payment, 
EPDD will circulate a reminder flyer to all registrants via email and 
@SAS reminding them to check that their direct debit for fees has 
been paid (see Appendix 2). 

5.2 Nursing Registration 

The nursing registration process differs from the paramedic 
registration process.  
Registered Nurses now undertake a process of revalidation which 
occurs every three years. Nurses pay their registration fees on a 
yearly basis.  
Fees payment date and revalidation date differ between individual 
nurses and is set by the date on which they gained their professional 
qualification.  

It is the responsibility of the Registered Nurse to confirm their 
professional Personal Identification Number (PIN), their fess payment 
date and their revalidation date with their line manager when 
commencing their employment. It is the responsibility of the 



Registered Nurse to provide evidence to their line manager when their 
professional registration fees have been paid and when they have 
successfully completed and submitted their revalidation information.  

It is considered best practice to have a system in place that reminds 
regulated professional staff of their requirement to maintain their 
professional registration status to work within their job role. 

It is the Line Managers responsibility to issue a reminder to nursing 
staff, including those who are absent from duty e.g. on maternity leave 
or sick leave, whose registration is due to expire in the period under 
review. (see a suggested template Appendix 3) 

5.3 Individual Responsibility  

As professional registration is a condition of employment for the 
Paramedic and the Registered Nurse, failure to re-register and / or  
allowing registration to lapse, will result in the employee no longer 
being able to work in the capacity for which they are employed. 
Consequently, the individual will not be permitted to work as a 
Paramedic or Registered Nurse and not receive payment for the 
period they are not registered. 
Alternatively professional registered staff may be placed on alternative 
duties until they have renewed their registration.  

If the registrant does not renew their registration or pay their 
registration fees disciplinary action may be taken a consequence of 
which may be dismissal.  

However in circumstances where there is evidence produced 
that confirms that the failure to register /  registration laps is an 
error wholly on the part of the HCPC or NMC, then these will be 
dealt with on an individual basis with the local Manager and HR 
Support.

5.4 Line Manager Responsibilities

It is the Line Managers responsibility to:  

 Ensure that all registrants within their remit has up to date professional 
registration and that this procedure is being adhered to. 

 Ensure that a process is established and carried out within their area 
to ensure that registrants possess current professional registration. 

 Ensure that each registrant within their service provides their personal 
identification number (PIN) for their regulatory body and retain this 
securely in order to confirm registration. 

 In line with 5.4.1 and 5.4.2 to ensure that registration checks of on line 
regulator registers is undertaken and to ensure that registrants have 



live registration details. This may be are undertaken by the relevant 
delegated administrative support.   

 Maintain a central record of all of registrants payment dates, renewal 
dates and registration status. 

 On an annual basis on the 1st of September confirm with the ASM / 
HoS the registration status of all registrants within their remit, 
highlighting any registrant who registration has lapsed (see 6.0).  

5.4.1 For Paramedic Registrants 
 Ensure that reminder flyers for registration payment and registration 

renewal (see Appendices 1 and 2) are displayed in prominent station 
position. 

 Using the multiple search facility on the HCPC internet site the Line 
Manager must ensure that their registrants have current registration 
status by checking the live register.  
Using staff HCPC PINs, up to 100 registration records can be 
searched for at any one time.   

 Confirm registration payment and maintenance of registration in 
January and July of each year by checking the HCPC website and 
record in central held record. A printout of the website registration l 
confirmation should be retained in the employee’s personal file 

 On a biannual basis confirm on the 1st of September, through checking 
of the HCPC register, that paramedic staff have renewed their 
registration and remain live on the register. Record in central held 
record.  

5.4.2 For Nursing Registrants 

 Ensure that there is a regular review of the registration expiry record 
of Registered Nurses within their teams and in advance of their 
individual re-registration date 

 Remind nursing staff, including those who are absent from duty e.g. 
on maternity leave or sick leave, whose registration is due to expire in 
the period under review. (see a suggested template at Appendix 3) 

 Confirm registration renewal by checking the relevant website on, or 
prior to, the renewal date. A printout of the website registration 
renewal confirmation should be retained in the employee’s personal 
file. This may be are undertaken by the relevant delegated 
administrative support.   

 Confirm on a monthly basis in writing to their ASM / HoS that all 
nursing registration renewals due have been verified 



6.0 Lapsed Registration  

It is the responsibility of the individual registrants to ensure that they 
maintain such registration as is necessary to enable them to practise 
their profession within SAS. 
There will be occasions whereby registrants allow their registration 
with their professional body to lapse. It is essential that in such 
circumstances, managers who are required to deal with such 
situations adopt a consistent approach. 

When it comes to the attention of a Line Manager that an individual 
member of professional staff may not be appropriately registered, this 
must reported to their ASM / HOS immediately in order to be fully 
investigated.  If it is established that the employee’s registration has 
indeed lapsed, it must be explained to the member of staff that until 
they are restored to the appropriate register they cannot continue in 
their job and are not permitted to work. 

The ASM / HoS must investigate the circumstances and fully explore 
the reason for the registration having lapsed. Disciplinary action may 
be appropriate after establishing the facts regarding individual 
employee’s circumstances in failing to renew. Where it is felt that 
disciplinary action may be appropriate, SAS’s Management of 
Employee Conduct Policy will be followed. 

The subsequent return to substantive professional role and/or the 
resumption of pay will be subject to the individual producing evidence 
of satisfactory registration. Once they are reinstated on the 
appropriate register, pay will be reinstated from the date in which the 
person returns to work. It is the manager’s responsibility to ensure that 
the Payroll Department is advised without delay, to ensure that the 
individual is paid correctly. 

In all cases of lapsed registration, a full report of the circumstances 
and action taken will be submitted by the ASM / HoS to the appropriate 
regional / national Assistant Director / Director and the Executive Lead 
for Professional Registration.  



Appendix 1 Reminder of Registration Renewal 

ACTION IMMEDIATELY 

SCOTTISH AMBULANCE SERVICE 
Education & Professional Development Departmental 
Bulletin./18 
PARAMEDIC PROFESSIONAL REGISTRATION RENEWEL 
As a Paramedic you require to renew your registration with the HCPC 
every two years.  

The renewal window commences on the 1st of June (Year)  

It is the your responsibility to ensure that you complete and submit all 
relevant documentation to the HCPC within the 3 month window to 
maintain your professional registration. 

You must confirm with your line manager that you have re-registered 
once you receive confirmation from the HCPC. 

Failure to re-register will entail that you will be unable to practice as a 
registered Paramedic and you may be required to proceed to 
alternative duties until your registration is renewed.   

Please remember that payment alone is not sufficient to keep 
your name on the Register.

Dr Toby Aslam Mohammed,  Head of Education & Professional 
Development.  Date Month Year 



Appendix 2 – Registration Fees Reminder  

ACTION IMMEDIATELY 

SCOTTISH AMBULANCE SERVICE 
Education & Professional Development Departmental Bulletin 
../18 
PARAMEDIC PROFESSIONAL REGISTRATION PAYMENT 
If you pay your registration fees in instalments your next payment is 
due on the 2nd of January. 

Please ensure that your payment is deducted from your bank account 
and confirm with your Line Manager that payment has been made. 

It is your responsibility to ensure that your payment has been made 
and that your registration is maintained. 

Failure to pay your fees will mean that you will be taken off the 
professional HCPC register. As you would not have registration you 
will be unable to practice as a registered Paramedic and you may be 
required to proceed to alternative duties until your registration fees are 
paid and your registration is renewed.   

Dr Toby Aslam Mohammed , Head of Education & Professional 
Development  
Date: Date Month Year 



Appendix 3 Nursing Registration Reminder Memorandum 

To: 

Date: 

Re: Registration with the Nursing and Midwifery Council 

Records show that your current registration with the Nursing and 
Midwifery Council expires on [insert date]. 

If not received already, you will soon receive your payment reminder 
from the Nursing and Midwifery Council. Please pay your fees 
promptly and before the end of the month it is due. 

Your registration renewal will be confirmed by the service through 
accessing the NMC website on your renewal date. It is important for 
you to note that failure to retain your registration can affect your 
employment. 

Yours sincerely 

Line Manager 


