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1 Overview and Scope 
 

1.1 This policy document was presented to and agreed by the Joint Trade Union 
Consultative Committee for Social Care and Safeguarding on 21 February 2011 in 
respect of qualified social workers, where the principles identified within this policy 
were agreed to be annotated into a generic policy for all Leicester City Council 
employees whose posts require them to obtain and maintain professional registration 
as a statutory and/or contractual obligation. 

 
1.2 This policy document does not replace or supersede statutory requirements 

underpinned by relevant legislation. 
 
2 Applicable Posts 
 
2.1 This policy is applicable to all City Council’s permanent and temporary employees 

and casual workers in posts for which professional registration is an essential job and 
contractual requirement. 

 
3 Lapsed Registration and De-Registration 
 
3.1 Failure to maintain the relevant professional registration through renewal (lapsed 

registration) or loss of registration (de-registration) will be treated as a breach of 
terms and conditions of employment and may result in the City Council’s Disciplinary 
Procedure being instigated.  This could be regarded as gross misconduct. 

 
3.2 Where an applicable post-holder does not complete and submit their relevant 

professional registration renewal before their registration period expires, their 
registration would be deemed to have lapsed. 

 
3.3 Relevant employees are required to apply for the renewal of their registration prior to 

the date their registration is due to expire.  Disciplinary action could result in the 
dismissal, permanent demotion (if applicable) or transfer of an employee to an 
alternative post that does not require registration. 

 
3.4 Any employee whose registration has lapsed or has been de-registered would be 

immediately demoted to a post that is not subject to the relevant professional 
registration pending the outcome of a disciplinary investigation.  Demotion will involve 
changing one or more terms of the employee’s employment contract including pay. 

 
4 Restoration of Registration 
 
4.1 Any person with lapsed registration or de-registration status must apply for 

restoration of their registration before they can work in any applicable post. 
 
4.2 Applicants need to ensure they do not breach the protection of title legislation (if 

applicable) whilst their registration is pending. 
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5 Roles and Responsibilities 
 
5.1 Responsibilities of Managers (Employer) 
 
5.1.1 It is the responsibility of managers to enforce this policy on behalf of the City Council 

for prospective, new and existing employees as well as agency workers. 
 
5.2 Prospective and New Employees 
 
5.2.1 Current employment and safeguarding regulations require employers to carry out 

specific pre-employment checks at the recruitment stage.  These include checking a 
prospective employee’s registration status with the relevant professional body prior to 
employing them. 

 
5.2.2 It is advisable that recruiting managers should state clearly in job advertisements that 

only relevant professionally registered applicants are being sought.  This should 
apply regardless of whether the role is to be filled on a permanent, temporary or 
casual basis.   

 
5.2.3 Managers must introduce this policy to new employees at induction. 
 
5.3 Agency Workers 
 
5.3.1 It is the responsibility of managers, on behalf of the City Council, to verify that agency 

workers supplied are registered with the relevant professional body. 
 
5.4 Existing Employees 
 
5.4.1 Managers must ensure that relevant employees are aware of this policy and, where 

necessary, discuss it in the course of supervision.  Managers must ensure that 
employees are given adequate time to read it, answer any questions and record that 
this has been done in employees’ file. 

 
5.4.2 Managers should endeavour to remind employees, at team meetings and supervision 

meetings, to complete post-registration training (if applicable) and maintain their 
professional registration. 

 
5.4.3 Managers can arrange for reports to be sent from HR about employees whose 

registration is due for renewal and they are responsible for following this matter up 
with their staff immediately. 

 
5.4.4 Where a manager believes that there is an issue of concern which potentially brings 

an employee’s registration into question, the manager should immediately refer the 
matter to the HR team offering case management support. 

 
5.4.5 It is consistent with good practice for employers to check the relevant professional 

body’s code of conduct requirements in relation to notifying them of any suspension 
from duty and/or disciplinary action taken against registrants. 
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5.5 Responsibilities of Employees 
 
5.5.1 Where it is a statutory and/or contractual requirement for an employee to be 

professionally registered, it is the employee’s responsibility to maintain their 
registration.   

 
5.5.2 Any prospective employee offered employment to a post subject to professional 

registration is required to produce proof of their registration to the recruiting manager.  
 
5.5.3 Employees are required to produce proof of their initial or, where applicable, renewal 

registration to their managers who will provide a copy to Human Resources. 
 
5.5.4 Any employee with lapsed registration or de-registration status must immediately 

report this to their manager. 
 
5.5.5 It is consistent with good practice for employees to check their relevant professional 

body’s code of conduct requirements in relation to notifying them of any suspension 
from duty and/or disciplinary action taken against them. 

 
5.6 Responsibilities of Human Resources (HR) 
 
5.6.1 The HR team dealing with recruitment must confirm the registration status of any 

person who has been offered posts that are subject to professional registration. 
 
5.6.2 The HR team dealing with employee administration can produce regular trigger 

reports, upon request, to support the timely renewal of employees’ professional 
registration and send alerts to managers in respect of employees whose registrations 
are coming up for renewal. 

 
5.6.3 The HR team dealing with employee administration is responsible for updating 

HR/Payroll system with revised expiry dates of registration and where appropriate 
certification is provided by managers and/or employees. 

 
5.6.4 The HR team offering case management support are responsible for providing advice 

and guidance on disciplinary or other action in cases of lapsed registration and de-
registration. 

 
6 Examples of Leicester City Council Posts Requiring Professional Registration 

 

 Social Workers 

 Occupational Therapists 

 Educational Psychologists 

 Solicitors 

 Architects 
 
Please note that the above list of applicable posts is not exhaustive. 

 
7 Monitoring and Review 
 
7.1 The operation of this policy will be subject to monitoring and continuous improvement 

via periodic formal review in order to ensure it is effective, suitable for purpose and 
legally compliant. 

 
 


