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1.0 Purpose

The purpose of this guidance is to help aspiring Pre-Registrants with their application
to the Pre-Registrant Pathway. It provides definitions and information and should be
read in conjunction with the Registration and Renewal policy for the Pre-Registrant
Pathway.

1.1 Using this guidance
This guidance is split into sections:
e eligibility, section 2;
e preparing to apply, section 3;
e completing an application, section 4;
e after your application, section 5;

e annexes including preparation for application checklist (Annex 5).

IRCM encourages applicants who require reasonable adjustments to request them.
Reasonable adjustments can be requested at any point during the application
process. However, applicants are encouraged to contact IRCM prior to starting their
application. To request assistance applicants should email portal@ircm.org.uk.
Applicants may receive emails offering support when their application is in progress.

2.0 Eligibility
This section reproduces information from the Registration and Renewal Policy for the

Pre-Registrant Pathway. This is for ease of reference and to assist potential
applicants in considering whether they meet the eligibility criteria.

All Pre-Registrants must meet the following criteria:
e be a case manager, case manager in training (see Annex 2)

e work in the UK;

e be at or above the pre-registration level of proficiency as set out in the
Competency Framework for Case Managers;

e practice in line with the Standards of Proficiency for Case Managers;

e have insufficient experience to apply for the Register of Case Managers. For
further information about eligibility for the Register of Case Managers,
applicants should read The Registration and Renewal Policy for the Register

of Case Managers.

*See section 4.5.4 for further information about calculating experience.
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Applicants can find up to date information on Professional Standards Authority
accredited requlators and registers via their website.

2.1 Risk assessment

IRCM may identify a risk as part of the application process. If a potential risk is
identified a Registration Panel will conduct a risk assessment. IRCM may reject an
application due to an identified risk. The applicant will be kept informed of the
progress of their application and the outcome will be communicated to them in
writing within 10 working days of the process being completed. Where an application
for The Pre-Registrant Pathway is rejected, the process for appealing the decision
will be set out. (see section 2.1.3 in the Registration and Renewal Policy for the Pre-
Registrant Pathway)

3.0 Preparing to apply to join the Pre-Registrant Pathway

This section sets out information applicants should gather prior to commencing an
application.

When sending emails about an application, applicants must send all correspondence
to portal@ircm.org.uk. Applicants should not copy other IRCM email addresses, as
this creates unnecessary administrative work and may result in delays.

3.1 Pre-application tasks

Before beginning an application, applicants should:
e check they meet the eligibility criteria see section 2.0;

e gather the supporting documentation required as part of the application
process see section 4.6 and the checklist in annex 5.

e raise any questions they have with IRCM.

Applicants may find it useful to approach the application process in two parts;
preparation and completion. In preparation, applicants can request the evidence they
need for the application process.

The checklist in Annex 5 will support applicants to have the information they need
ready for completion of their application.

Applicants are recommended to allow at least 1 hour to prepare for the application.

Depending on how much preparation has been undertaken, the application itself may
take an additional hour to complete.
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Applications need to be completed and submitted within 4 weeks of
completing the screening form on the portal. Incomplete applications will be
archived. Signing up to the portal will launch the screening form, and completion of
the screening form starts the application so applicants are advised not to complete
the screening form until they are ready to start filling out the application.

When an application is archived, a new application may be started, and the archived
application can be viewed and downloaded. To commence a new application, the
screening form must be completed again, completion of the screening form will
launch the appropriate application. Where a new application is opened applicants
will have 4 weeks from the date it was opened to complete and submit their
application.

3.2 Names

Applicants may use various names professionally and personally. It is important that
the correct names are used as part of the application process. IRCM collects:

e Legal name shown on current government issued ID such as driving license
and passport. This must be provided as part of the application process.
Middle names must be provided, but are not displayed on the Pre-Reqistrant

Pathway.
e Legal name used professionally if different to the above e.g., a former name

such as a pre martial last name previously shown on government issued ID. If
applicable this must be provided as part of the application process.

e Non legal name that someone is known by e.g., a short form or Anglicised
name, such as Victoria who may be called Vicky. This is optional but requires

IRCM approval to be displayed on a Pre-Registrant’s profile.

If an applicant has a legal name which differs from the name shown on their current
government issued ID, they must provide supporting documents — such as a
marriage certificate, civil partnership certificate, deed poll, or gender recognition
certificate to verify this, alongside their ID.

Applicants registered with another regulatory body (statutory or non-statutory), must
use the same name on the Pre-Registrant Pathway. This should be either their legal
name as shown on their government issued ID, or their legal name used
professionally. The name on the Pre-Registrant Pathway must match the name on
the register of organisations such as HCPC, NMC, Social Work England, BASRAT,
and BACP.
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Applicants not registered with another regulatory body should apply with the legal
name used professionally.

The legal name shown on the current government issued ID will be for internal
records only when shown on the Pre-Registrant Pathway under another legal name.

Pre-Registrants have a duty to update or add to their legal names when they change
even if they do not wish their register entry to be updated.

Any attempt by a Pre-Registrant to conceal their identity, to evade accountability or
gain improper advantage may result in removal from the Pre-Registrant Pathway.

3.3 Information shown on the Pre-Registrant Pathway

Prior to making an application applicants should be aware of the information that will
be publicly available on the Pre-Registrant Pathway. This does not apply where
there are exceptional circumstances, see section 3.3.1:

¢ Legal name shown on government issued ID or legal name used

professionally. See section 3.2.
¢ Non legal name that someone is known by (if this applies)
e Pre-Registrant number
e Pre-Registration expiration date
e UK county (work base or office location), or ‘outside of the UK’
e Practice style (face to face, remote or both)
e Languages the Pre-Registrant practices in
e Website associated with case management practice
e Profile picture (if an applicant chooses to upload and make this visible)

e Any suspension

Where a professional legal name has been provided this will be the name displayed
on the Pre-Registrant Pathway. Middle names are not shown.

Address will not be shown on the Pre-Registrant Pathway, a UK county base will be
visible, or ‘outside of the UK’ where this applies.

3.3.1 Exceptional circumstances

A Pre-Registrant or applicant may apply to the Operations Team to have their name
withheld from publication on the Pre-Registrant Pathway. A request may be made
during the application process or at any other time exceptional circumstances apply.
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Requests can be made via the form: Withhold information from the Register of Case
Managers or Pre-Registrant Pathway in the New Applications & Updates tab on the
portal.

Exceptional circumstances include safeguarding concerns such as those that arise
from stalking, harassment and threats of or actual abuse or violence. For further
information on exceptional circumstances, applicants should read the Registration
and Renewal Policy for the Pre-Registrant Pathway.

4.0 Registration application

This section provides details about the IRCM portal - the system where applications
and renewals are managed. It also sets out details about the information collected
during the application process.

First time applicants should not sign up for a portal account until they are ready to
complete their application. Once sign up is complete, applicants will have a
maximum period of 4 weeks from the date of sign up to finalise and submit their
application. For applicants who already have an account on the portal the 4-week
period from commencing an application also applies.

After this 4-week period, any incomplete applications will be archived. Archived
applications will remain viewable, but will no longer be editable. Applicants will be
required to begin a new application should they wish to apply for registration.

Extensions can be requested where extenuating circumstances apply. Extenuating
circumstances include bereavement, serious illness, or other significant personal
matters. Requests must be made before the end of the 4-week period and at the
earliest possible opportunity by contacting portal@ircm.org.uk. Each request will be
considered on a case-by-case basis.

It is very unlikely that an application could be fully completed in a single sitting
without adequate preparation, as documentation from third parties will be needed.

Applicants must not submit their application before uploading all required
documents. Incomplete applications may be rejected.

4.1 Using the IRCM Portal — important information

Applications are made online via the following website at https://ircm.org.uk/join-the-
reqgister/. Applicants are advised to use the portal on a laptop or desktop and not a
phone or tablet to complete their application. When accessing the portal
portal.ircm.org.uk will be shown in the browser bar. If applicants experience
difficulties or delays when using the portal in one browser, it is recommended to try
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another. The portal is an external system which has safeguards in place to protect
user’s data and the same system is also used by some accredited registers.

For security reasons applicants should set up two factor authentication to use the
portal. This requires an authenticator app which can be downloaded to a phone from
the app store e.g., Google Play and Apple store. Applicants should download the
app and then scan the QR code on the portal from within the app. When this is
initially set up, it may show as Regulator Smart, it is recommended that applicants
change the name to ‘IRCM Portal’. For information about how to set up two factor
authentication see Annex 4.

IRCM has separate application forms for different processes (application, renewal,
etc). Applicants will be shown forms appropriate to their status. Signing up for more
than one account on the portal may result in the incorrect forms being shown. If
applicants are unable to access a historic account, a password reset should be
attempted. Failing this, applicants should email portal@ircm.org.uk for support.

The questions shown depend upon how applicants answer earlier questions.
Applicants should be aware that they may not receive the same questions as others.
This means that in this guidance applicants will see information about questions that
they may not be required to answer.

An application may be saved and returned to, so it does not have to be completed in
its entirety. The save button can be found at the bottom of each page of the
application form. Applicants should ensure that they save their work regularly —
at minimum every 30 minutes. The system will time out’ and log applicants out
periodically to protect their data. This may result in unsaved data being lost.

After submission of an application, it is not possible to make changes if IRCM
requests further information after submission of an application, it should be supplied
via email to portal@ircm.org.uk preferably by responding to the email it was
requested on.

On some of the questions, prompts are shown which can be accessed by @
clicking the information icon.

4.2 Sign up

To sign up go to the portal login page and select ‘click here to sign up for an
account’.
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There is a brief sign-up form to complete including contact details and confirmations
that applicants have read and accepted various IRCM documents. Applicants should
use their legal name as this will be required in the application. Applicants may
request reasonable adjustments at this stage of the application process by emailing
portal@ircm.org.uk. Once this form has been submitted, applicants will receive a
verification email and should follow the link in the email within 15 minutes. Once
completed, the link will redirect applicants to the portal, where the application form
can be completed.

If applicants are unable to follow the verification link within 15 minutes, a new link will
be required. To receive this, they should complete the following actions:
e navigate to the portal login page;

e enter the email address registered with;
e enter anything into the password box e.g., Passwordl,

e click the 'resend email confirmation' button that appears.

4.3 Page 1 about you

This page is divided into two sections for clarity; information shown on the Pre-
Registrant Pathway and information for IRCM'’s use.

Information shown on the Pre-Registrant Pathway

This section collects legal names, any name used professionally, county location,
practice style, any languages that applicants can practice in (other than English), a
professional email address to be linked to the Pre-Registrant Pathway (when this
functionality becomes available) and a professional website address.

Names
e Applicants are asked if they would like to be shown on the Pre-Registrant

Pathway using a professional legal name other than their current legal name.
Applicants should answer ‘yes’ where a professional registration is held in a
name other than their current legal name e.g., a pre-marital name.

e The legal name to be shown on the register: First, middle and last legal
names, (middle names will not be shown on the Pre-Registrant Pathway but
must be entered)

e Applicants should enter either:

o The names as shown on the government issued ID (see section 3.2).
This ID will need to be submitted later in the application process for ID

verification purposes or;

Page 9


mailto:portal@ircm.org.uk
https://portal.ircm.org.uk/account/login

o Their legal name used professionally. They should be those shown on
other registrations e.g., HCPC, NMC, Social Work England, BASRAT,
BACP. See section 3.2.

Any names used professionally: this could be a name for instance ‘Victoria’
may be known professionally as ‘Vicky’. First and last names should be input.
If either the applicant’s first or last name is the same as their legal name, they
should restate that. Professional names are requested so the public can
identify a case manager, whom they may know by a professional rather than
legal name. Professionally used names appearing on the Pre-Registrant

Pathway are subject to IRCM approval. See section 3.2.

Other information:

Location: the Pre-Registrant Pathway shows the county applicants are based
in, this could be a home or office location. If applicants are not based in the
UK, ‘outside of the UK’ will be shown on the Pre-Registrant Pathway. Home
addresses are requested, but will not be shown publicly on the Pre-Registrant
Pathway.

Practice style: this gives applicants the option to select ‘face to face’, ‘remote’
or both. Applicants should select all practice styles that apply to their current
role(s).

Practice in languages other than English: applicants should select all
languages in which they are proficient to practice as a case manager. There is
a search function on the Pre-Registrant Pathway for clients and
commissioners. This search functionality allows choice of a case manager
proficient in a client’s preferred language.

Email address: this gives applicants the option to have a professional email
address linked to the Pre-Registrant Pathway. Emails will be linked when this
functionality becomes availability. The email address will be hidden behind a
button to reduce spam. Pre-Registrants can choose to hide their email
address at any time by updating their details and preferences. To update
information applicants should use the change of details form on the New
Applications & Updates tab on the portal.

Website for Pre-Registration Pathway entry: Applicants should input a website
that relates to their case management work. Only websites should be
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provided, not social media or networking profiles. If applicants do not have a
professional website they should select ‘no’ when asked. A full website
address should be provided, not a name of a company. Applicants should

provide only one website address.

Websites

The role of IRCM is to safeguard the public by setting and upholding standards for
case managers. In line with this Pre-Registrants have a responsibility to act with
integrity, openness and transparency at all times as set out in the IRCM Standards of
Proficiency in Case Management. Taking reasonable steps to ensure information
that is relevant to their practise in the public domain is correct and therefore will not
mislead the public is a part of meeting standards. Whilst Applicants and Pre-
Registrants do not have control over third party websites or materials, IRCM expects
them to take reasonable steps to have incorrect or misleading information rectified
by contacting the relevant organisations and requesting they do so.

As part of the application process websites are reviewed where links have been
provided by the Applicant for information about them and their practice. Where
changes may be needed these will be highlighted to Applicants.

Information for IRCM'’s use (e.g., information not shown publicly on the Pre-
Registrant Pathway)

This section collects information that will not be displayed publicly on the Pre-
Registrant Pathway, including contact information (email addresses, phone number,
home address) and personal information (date of birth and preferred pronoun). This
section also asks whether the applicant intends to make an exceptional
circumstances request (see section 5.0 in the Registration and Renewal Policy for
the Pre-Registrant Pathway) and to state whether this is their first application.

e Application made under exceptional circumstances: this is where applicants

notify IRCM that they would like their details withheld from the Pre-Registrant
Pathway. To find out more about the circumstances under which this can be
requested and the process that will follow, applicants should read the
Registration and Renewal Policy for the Pre-Registrant Pathway although
there is brief guidance in section 3.3.1 of this document.

e Alternative email address and phone number: applicants can choose to be
contacted by work email address or phone number. Where work contact
details are preferred the alternative contact details should be personal. A
mobile phone number should be provided where possible.

e Home address: applicants should provide their current home address, not a

business address. The address should match the evidence of address to be
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uploaded later in the application process. See section 4.6 for further
information.

Date of birth: this should match the date of birth shown on the government
issued ID. ID will be submitted later in the application process for ID
verification purposes. See section 4.6 for further information.

Preferred pronouns: this is to allow IRCM to refer to applicants in line with
their preferences.

Information about any previous registration applications to IRCM: including

those made in any names different from current legal name.

4.4 Page 2 Registrations, Qualifications and Memberships

Health and social care regulation
This section collects information about registrations.

The applicant must provide details of any health and social care regulators
they have been registered with. This applies even if they are no longer
currently registered with them. Registrations include those with statutory
regulators like HCPC and NMC and accredited registers such as BASRAT
and BACP. The applicant’s current or historic registration/pin number will be
required. If the registration is not live further details about why it is lapsed will
be required.
Applicants must provide details about any regulators they have been
registered with outside of the UK. This applies even if they are no longer
currently registered with them. If the registration is not live further details
about why it is lapsed will be required.
Applicants are also asked about any listings on publicly searchable
professional registers that required them to sign up to a code of ethics.
For registrations held in a name other than the applicant’s current legal name
or a professional legal name declared as part of the application, the applicant
must provide:

o the full name and the registration it related to;

o the applicants’ first and last name must both be stated even where

one is the same as their legal name.
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IRCM will check the registers provided by applicants for current and past sanctions
using all current and previous names. IRCM may contact other bodies directly to
gather information relevant to the application. Declaring an outstanding sanction
does not necessarily mean an application will be rejected. Where appropriate, a
panel will be convened to conduct a risk assessment.

Memberships
Applicants must confirm:

e Any case management membership organisations they hold membership with
(BABICM, CMSUK, VRA). Applicants should select all that apply.

e Any membership of other organisations that are relevant to health and social
care for example: The Chartered Society of Physiotherapy (CSP), Royal
College of Occupational Therapists (RCOT), Institute of Employability
Professionals (IEP), Royal College of Speech and Language Therapists
(RCSLT).

IRCM is gathering information about applicants’ backgrounds and professional
support systems to understand more about applicants collectively to inform its work.
Professional background relates to scope of practise and may be considered if any
concerns are raised.

Safeguarding Training
e Details are requested about any safeguarding training undertaken by

applicants. Applicants should provide their highest level of training, the age
group it relates to, the awarding body and date it was undertaken. For further
information on required levels of safeguarding training for Pre-Registrants,

applicants should read the Safeguarding Training Policy.

4.5 Page 3 Experience and Current Role
This page covers the applicant’s current role and qualifying experience.

4.5.1 Mentor

Pre-Registrants are required to have a hamed mentor who commits to supporting
their development whilst they are on the Pre-Registrant Pathway, gaining experience
towards Registration. A mentor should provide support or ensure that appropriate
support is provided to Pre-Registrants to enable them to meet the Standards of
Proficiency in Case Management. They should be an experienced case manager
such as a Registered Case Manager, they may also be their line manager, or
professional supervisor.

4.5.2 Current practice
Applicants are asked to state which of the following categories they fall into.
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Description

Examples

Qualifying
experience

Case manager or case
manager in training
(see section 4.5.3) who
usually only carries out
case management
work.

An applicant whose role is
wholly to provide case
management to service
users and activity that
directly supports this e.g.,
recruiting care teams, liaising
with multi-disciplinary teams.
This includes people who
occasionally support wider
organisational activities such
as interviews and induction.

The applicant’s
qualifying experience
should begin with
their current role.

Case manager or case
manager in training,
also undertaking non-
service user facing
work within case
management e.g.,
business development
duties.

An applicant who undertakes
business development work
in case management
alongside supporting service
users.

The applicant should
provide details of the
non-service user
facing work within
their current role
including dates,
organisation and
tasks in the next
guestion (not within
qualifying
experience).

The applicant’s
qualifying experience
should begin with
their current role.
When providing
information for
qualifying
experience,
applicants should
focus on their work
as a case manager.

Case manager or case
manager in training
(see section 4.5.3) who
also regularly works
outside of case

An applicant who works part
time as a case manager and
part time in another role. This
could be for instance, as a
physiotherapist treating

The applicant’s
qualifying experience
should begin with
their current role.
When providing
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Description Examples Qualifying

experience
management e.g., patients or in arole in a information for
treating patients, completely unrelated field. qualifying
carrying out standalone experience,
specialist assessments | An applicant who provides applicants should
or working in an case management services | focus on their work
unrelated role. for some service users but as a case manager.

also offers standalone
specialist assessments such
as functional capacity
evaluations for other
individuals.

Applicants will be asked to provide any websites relevant to their case management
work (other than that stated for inclusion on their Pre-Registrant entry on page 1 of
the application see section 4.3).

Applicants should not include websites that relate to work outside of case
management e.g., companies for which they provide treatment services. Only
websites relating to case management activity should be provided. Applicants should
not provide social media or networking profiles. The professional website to be listed
on the Pre-Registration Pathway has already been entered on page 1, for
information about website checks conducted by IRCM see section 4.3.

The information gathered in this section supports IRCM to understand applicant’s
current case management practice and how this relates to their qualifying
experience.

4.5.3 Experience as a case manager and case manager in training

Prior to inputting qualifying experience, applicants will be asked for confirmation that
they have read Annex 3 of the Registration and Renewal Policy for Pre-Registrant
Pathway which provides information about calculating hours. This information may
also be found in section 4.5.4 of this guidance and is essential to providing the
correct information.

Each role that makes up part of the experience must be set out in a separate section
e.g., period of employment (role 1), period of self-employment (role 2), period of
employment (role 3), period of self-employment (role 4).

For employed applicants or those that work as an associate for only one
organisation:
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Each role that contributes to qualifying experience must be entered in a separate
section, starting with their current role as a case manager.
Information in each Case Management Role section should relate only to that
specific role, a full career history should not be provided in a single role section.
e Start date in the role: use the date shown on the contract of
employment/agreement.
e Qualifying experience: provide the years and months gained in this role only

The opportunity to give a brief summary of any other case management experience
will be provided later on this page in the Other Case Management Experience
section.

For self-employed / associate applicants working for multiple companies:
If applicants are self-employed or work as an associate for multiple companies, they
may:
e Enter all qualifying experience from the period of self-employment in one
Case Management Role section, or
e Split it across multiple sections (whichever they prefer).

Information in a single Case Management Role section should relate only to the
period of self-employed/associate work.
e Start date in this role: use the date the period of self-employment or associate
work began.
e Any employed roles that contribute to qualifying experience should be entered
separately in another role section.

As with employed applicants, there will be the opportunity to provide a brief summary
of any other case management experience in the Other Case Management
Experience section later on this page.

For all qualifying roles applicants will need to provide details of:
¢ Role type — employed, self-employed or, voluntary.

e Job or role title — the job or role title does not form part of the assessment of
eligibility. Not everyone who carries out case management is called a ‘case
manager’. Equally the term ‘case manager’ may be used for roles outside of
the health and social care sector and therefore not be relevant to an
application to IRCM. If an applicant is employed, this will be the job title shown
on their contract of employment. If an applicant does not have a formal role or
job title, they should use the term usually used to describe the role. This might

be the term used on a business card or in conversation.
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Organisation or trading name - if the applicant is self-employed this may be
their own name or they may trade under a company name.

Name of mentor — that is the name of the professional supporting the
applicant to meet IRCM Standards of Proficiency.

Whether the applicant is still in this role and the role’s end date if not. The
format for the date is DD, MM, YYYY.

Start date in the format DD, MM, YYYY.

Full time (37.5 hours or above) or part time working - If the applicant works
part time, details of the working pattern will be required e.g., 2 days per week,
24 hours per week. Where an applicant’s role involves fewer than 37.5
working hours per week, ‘part-time’ should be selected. Where an applicant
has changed their working pattern during a role, information about changes
must be provided.

FTE Years and months in the role — see section 4.5.4 for further details about

calculating hours. Using the experience spreadsheet will support applicants to

calculate hours accurately.

Where the experience was gained — UK, primarily UK or primarily outside of
the UK. Case management is a relatively new profession, and the industry is
in different stages of development around the world. Where experience has
been gained outside of the UK, IRCM may ask for further information. This is
to understand its equivalency to experience gained within the UK.

Whether any duties are carried out in addition to working as a case manager.
This includes duties in case management e.g., business development. It also
includes duties outside of case management e.g., treating patients, carrying
out standalone specialist assessments or working in an unrelated role. Where
applicants carry out duties in addition to their case management role, they
must provide the approximate number of hours per week working as a case
manager excluding any additional duties.

The primary method of delivering services in the role — face to face, remote or
a combination of both.

The average caseload, that is the number of clients the applicant has been

typically responsible for in the role.
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e The service users worked with, e.g., service users with a brain injury, mental
health issues, complex cases, or paediatric cases.

e The funding sources which apply to service users, for example state funding,
funding derived from litigation, private funding (not from litigation), health
insurance, occupational scheme or other. Further information can be provided
about funding sources if applicants so choose.

e A description of the role focusing on the case manager/case manager in
training elements. Where the role includes broader duties, it is work as a case
manager/ case manager in training that will be assessed. Applicants should
not provide information about the following additional duties here:

o business development duties;
o treating patients;
o carrying out standalone specialist assessments;
o work in an unrelated role;
A job description may be uploaded later in the application.

e Any other information about the role the applicant feels is relevant.

In describing their role(s), applicants should consider the description of a case
manager and case manager in training. Information can be found in section 4.5.3
and the definition of case management. As part of the application assessment
process these will be referred to.
“a collaborative process which assesses, plans, implements, coordinates,
monitors, and evaluates the options and services required to meet an
individual’s health, wellbeing, social care, education and/or occupational
needs, using communication and available resources to promote quality,
cost-effective and safe outcomes” (IRCM 2022)

For submission examples applicants should read annex 1.

This section gathers information to allow IRCM to assess when the applicant is likely
to be eligible to apply to The Register of Case Managers.

4.5.4 Calculating experience

This section is used to determine if an applicant meets the eligibility criteria for the
Pre-Registrant Pathway and to calculate when they would have sufficient eligible
experience to apply to join the Register of Case Managers.
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To form part of qualifying experience case management must be undertaken within a
structured and accountable practice framework consistent with the Standards of
Proficiency in Case Management. This includes working within clearly defined role
boundaries, with professional policies and processes, accountability, and
mechanisms to support safe, effective and ethical practice. This requirement applies
regardless of role type; employed, self-employed or voluntary.

Qualifying experience must be undertaken in a formal professional capacity (even
where unpaid), that demonstrates:

independence of judgment;

clearly defined role boundaries;

appropriate governance and accountability;

identification and appropriate management of conflicts of interest;
documented record keeping; and

compliance with legal, ethical, safeguarding, consent and confidentiality
standards.

Experience must be gained within a structured and accountable framework
characterised by:

defined governance arrangements;

appropriate case management processes;

clear accountability for decision making; and
mechanisms for oversight, review and quality assurance.

Practise must have been subject to oversight from someone with a formal role in the
case management process. This could be a manager, case management lead,
professional or peer supervisor but would not include someone in a different
professional role such as a commissioner or deputy.

When qualifying experience does not clearly demonstrate professional
independence and oversight it will be discounted.

For each role as a case manager, or case manager in training applicants will be
required to enter their experience in the role. This must be expressed in years and
months. This is not the duration between starting and ending a role, it is the time
spent working in the role as a case manager/ case manager in training. This should
take into account any part time periods and longer-term breaks outside of regular
annual leave.

There is a spreadsheet to assist applicants in calculating experience, and it is
recommended that this is used.

Experience is time spent as either:
e acase manager; or
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e a case manager in training.

Experience is based on a case manager or case manager in training completing an
average working week of 37.5 hours. This takes into account that hours may vary
from one week to another. Where actual hours are available, applicants may choose
to use these. However, it is not possible to accrue experience faster where more
than an average of 37.5 hours per week are worked.

Where applicants have been absent from their role for more than two weeks
(excluding annual leave), this period should be deducted from their total experience
in the role.

Time spent on duties typically done by someone employed in a role as a case
manager or case manager in training count towards the calculation. In addition to
case management this may include:

e travel,

e CPD;

e researching and commissioning services;

e recruiting, training and supervising care teams for service users they case
manage;

e liaising with legal teams/ statutory services/ funders in the interests of the
service user;

e providing reports.

Time spent in the following roles/ conducting the following activities do not count
towards the requirement:

e acase manager's assistant;

e teaching/training provision for peers;

e research not directly involving the provision of case management to their
service users (e.g., service design and system wide research);

e business development duties;

e supporting a primary case manager with their caseload; for example If you
are assisting the primary case manager to implement a pre-agreed plan they
created and you are under instruction and reporting back to them;

e working as a case manager on a jointly held caseload; except where there

are two primary case managers both named on the case with each taking
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ownership for assessing, implementing and monitoring one or more separate
and distinct aspects of a case (for example, the care assessment/care
package/care plans are managed completely by one case manager and the
medical/therapy/MDT aspects by another case manager) — please note the
requirement to be named as the case manager on reports to all parties, but in
this situation it would be as a joint lead case managers;

e carrying out standalone specialist assessments or;

e providing treatment.

Section 4.5.3 contains further information. This should be read to ensure experience
as a case manager in training is calculated from the correct point.

Full time case managers

Example 1: An individual working 37.5 hours a week as a case manager for 2 years:
2 years qualifying experience

Example 2: An individual working 45 hours a week as a case manager for 1 year:
1 year qualifying experience

Part time roles (less than 37.5 hours per week)

For part time roles qualifying experience is calculated as follows:
e hours worked per week divided by 37.5 hours = fraction of week

e FTE multiplied by the number of years in the role = total qualifying experience
in that role

e multiply by 12 to convert to months

Example 3: An individual working 18.75 hours a week as a case manager for 3
years:

18.75 hours / 37.5 hours = 0.5 FTE

0.5 x 3 years in the role = 1.5 years qualifying experience in that role

1.5 x 12months = 18 months (1 year 6 months)

Example 4: An individual working 23 hours a week as a case manager for 1 year and
3 months (1.25 years):
23 hours /37.5 hours = 0.66 FTE
0.61 x 1.25 years in the role = 0.77 of a year total qualifying experience in the
role
0.77 x 12 months = 9 months 1 week

Page 21



Split roles — as a case manager/case manager in training plus other duties

This section is relevant to applicants who in addition to being a case manager or
case manager in training undertake other work within case management. Examples
are individuals who do one or more of:

e undertaking general business operations. This may include business

development;
e providing treatment.

This is not an exhaustive list.

The applicant needs to consider the amount of their time that is typically spent per
week as a case manager/case manager in training. The appropriate formula from
above is then applied for these hours.

Example 5: An individual working 37.5 hours a week spending 22.5 hours a week as
a case manager and 15 hours a week as an assistant case manager. They have
been in this role for 2 years:
The 15 hours per week working as an assistant case manager is disregarded when
calculating qualifying experience.
22.5 hours/37.5 hours = 0.6
0.6 months x 2 years in the role = 1.2 years qualifying experience in that role
1.2 x 12 months = 14.4 months (1 year, 2.5 months)

Example 6: An individual working 45 hours a week with 40 hours a week as a case
manager and 5 hours a week as a case manager’s assistant who has been in the
role for 3 years:
The 5 hours per week of work as an assistant case manager is disregarded when
calculating qualifying experience. Instead, qualifying experience is based on a case
manager or case manager in training working a normal working week of 37.5 hours
or more.

3 years of qualifying experience

Case management is a relatively new profession, and the industry is in different
stages of development around the world. Where experience has been gained
outside of the UK, further information may be requested. This is to understand its
equivalency to experience gained within the UK.

455 Other case management experience

This section allows case managers to provide a brief overview (not typically
exceeding 1000 words) of any other experience within case management not as a
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case manager. For example, as a case manager’s assistant or conducting business
development activities.

4.6 Page 4 Uploads

This section is for uploading documents. All documents submitted as part of the
application process should:

be clear and legitimate

be high resolution colour photographs, scans or screenshots

show all 4 edges in the case of scans and ID uploads

be named to reflect the content e.g., CV, Safeguarding Certificate, Degree.
be one of the following file types .gif .png. jpeg .pdf .tif .doc .xls, .xIsx.

Please note .eml is not an acceptable file type. If applicants wish to upload an
email, they should take a screenshot ensuring that headers and footers are
shown, or export to a PDF.

Applicants will need:

A scan or photograph of the entirety of the page of their passport including
their photograph, their photographic driving licence or other government
issued photo ID. A photographic driving licence is the preferred ID type, as
this also provides proof of address.

Where a professional legal name has been provided, which is different to an
applicant’s current legal name a scan or photograph of a government issued
document evidencing the change from this name to the name shown on the
current ID e.g., a marriage certificate, civil partnership certificate, deed poll, or
gender recognition certificate. See section 4.3.

Proof of address is required if applicants do not upload their driving licence, or
their driving licence does not show their address. Applicants should upload a
council tax, utility, broadband bill or bank statement. If choosing to upload a
bank statement, applicants may redact financial information. Proof should be
dated within the last 3 months, with the date visible and in their name.

Their development plan - this should be submitted on the IRCM template in
Annex 3 of the CPD Policy with sections 1-3 completed. Applications should
not be submitted without this; applications may be rejected where this is not
provided.
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e Confirmation from the applicant’s mentor, that they are supporting the
applicant to work towards an application to The Register of Case Managers.
Applications should not be submitted without this, applications may be
rejected where this is not provided. This should not be supplied directly by the
mentor. This evidence should be in one of the following forms and include
date and contact information:

e A headed letter;

e A screenshot or PDF of an email from an appropriate company email
address (.eml files cannot be used);

An example is provided in Annex 3. Confirmations must include:

e The mentor’s name;

e Relationship to the mentee e.g., manager or peer;

e Information about whether the mentor is a Registered Case Manager,
and their registration number if this applies.

e Applicants also have the option to upload any additional files to support their
application such as a CV, biography or job description(s).

The uploads submitted in this part of the assessment are for ID verification purposes,
and to evidence that the applicant is undergoing professional development to build
their competencies with appropriate professional support and supervision.

As part of the application review process promotional and biographical materials
included in an application are reviewed for information about applicants and their
practice. Where changes may be needed these will be highlighted to applicants.

The applicant should upload all relevant documents before submitting an application.

4.7 Page 5 Monitoring Information

This section requests information for equality monitoring purposes.

IRCM collects data about the characteristics of applicants in order to ensure that our
work on policy, standards and fitness to practice is fair, equitable and consistent.
Providing this information can help IRCM to identify issues, gaps and biases and
work towards improving them. All of the questions on this page are mandatory but do
include a "prefer not to say" option if there is information that applicants are not
comfortable disclosing.
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4.8 Page 6 Health and conduct

In this section, information is gathered about matters which may impact on an
applicant’s ability to practise safely and effectively. A Pre-Registrant should possess
the necessary skills, knowledge, health, and character to practise safely and
effectively, ensuring they do not present a risk to service users or other stakeholders.
Risks may arise from actions or behaviours that could undermine:

e the protection of the public, or

e public confidence in the profession and the integrity of IRCM’s processes.

This includes details of any:
e unspent convictions or cautions;

e adverse determinations, application rejections or ongoing investigations by
a regulatory body. This includes accredited registers;
e successful insurance claims against an applicant’s practice or any claims
currently in progress. Examples include:
o claims made under an applicant’s professional indemnity insurance
as a result of negligence or malpractice;
o a claim made under public liability insurance as a result of an injury
caused by the applicant’s practice;
e any employment-related disciplinary sanctions in relation to an applicant’s
practise or any that may be pending;
e any other information of which IRCM should be aware.

There is also the opportunity to provide any information applicants wish to about their
application.

IRCM collects this information in order to assess an applicant’s risk to the public.
Declaring one or more of these does not necessarily mean an application will be
rejected. Where appropriate, a panel may be convened to consider any risks.

4.9 Page 7 Declarations

This page requires applicants to make declarations about their practise, application
and subsequent registration (if approved) including:
e An agreement to abide by IRCM policies and procedures.

e They will meet the IRCM Standards of Proficiency in Case Management,

actively engaging with appropriate support and supervision to do so.
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e They will take ownership of their professional development by seeking and
using supervision to build their knowledge, skills and behaviours in line with
the IRCM Case Management Competency Framework.

e They have disclosed all relevant information as part of the application.

e An agreement to notify IRCM of any matters relating to good character within
5 working days of changes.

e They will undertake professional development, professional supervision and
safeguarding training in line with the relevant IRCM policies.

e That they have an appropriate complaints procedure in place in line with the
IRCM Standards of Proficiency in Case Management and will ensure service
users are provided with information about IRCM including its role in protecting
the public and its process for raising concerns.

e They have appropriate professional indemnity and public liability insurance in
place.

e Further information in relation to the application will be provided to IRCM
within 5 working days of a request.

e That the information submitted in the application is correct and truthful.

IRCM requires applicants to answer ‘yes’ to all of these declarations in order to
consider an application for registration. Please contact IRCM to discuss any matters
relating to these declarations by emailing: portal@ircm.org.uk.

Honesty is integral when applying to join the Pre-Registrant Pathway and throughout
registration. Honesty is a core tenet of IRCM Standards of Proficiency in Case
Management.

If any details change while an application is being processed or after an individual is
added to the Pre-Registrant Pathway, it is the responsibility of the applicant/Pre-
Registrant to ensure that all the information held by IRCM is up to date and accurate.
This includes personal details, as well as any information relevant to their health and
conduct. Failure to inform IRCM of changes could result in a Pre-Registrant being
removed from the Pre-Registrant Pathway.

Registrants can update details after they join the Pre-Registrant Pathway on the

portal by completing a Change of Details Form or a Health and Conduct Reporting
Form. Both forms can be found in the New Applications & Updates tab.
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Applicants who have not yet received an outcome for their application should email
portal@ircm.org.uk with any updates.

4.10 Page 8 Terms and Conditions

The terms and conditions need to be accepted for an application to proceed. These
should be read carefully as they contain important information.

4.11 Submitting an application

Prior to submission, applicants will be given the opportunity to review and change
any answers in their application form. Applicants should check their application
thoroughly to ensure that:

e all fields have been completed appropriately;

e required documents have been uploaded and;

e that no changes have taken place since they commenced the process.

Summary of Pre-Registrant Pathway Application
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Once an applicant has submitted their application, they will see the following screen.
Applicants should allow the portal time to process their application. Exiting or
refreshing the browser should be avoided while this screen is still visible.
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\

Please wait a moment
While we prepare your form...

Once the system has processed the application, the applicant will be redirected back
to their profile. Applicants will receive an automated email to confirm submission of
their Pre-Registration application.

4.12 Payments

Upon completing the application form, the registration fee becomes due. Applicants
may pay by card or set up a direct debit. Applicants are recommended to set up a
direct debit for ease of future payments.

Payment options

Yowr Pre-Registrant Pathway Application fee of £125.00 s dus.
E Card payment
Pay £125.00 by card

Darect Debit
DIRECT
ﬂ )De bit

Pay £125.00 by Direct Debit.

Direct debit payments

Where payment is made by direct debit, a single payment covering the full
registration fee will be collected. The scheduled payment date will be displayed on
screen, and upon selecting submit, applicants will be redirected to GoCardless to
enter their payment details and set up the direct debit mandate.
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Direct Debit payment

DIRECT
G)Dehlt

Select your payment schedule below. Your selected payment schedule will show the expected collection date(s) - payments will be taken on
or around these dates, but the final schedule will be confirmed with your bank to take into account weekends and public holidays.

& Payment #1
DD Single payment
| Pre-Regstrant Pathway Application

<« Goback

Set up a Direct Debit with Institute
of Registered Case Managers

Institute of Registered Case Managers

Your Direct Debit will be set up now. We'll confirm the amount and

let you know before future payments are taken. G)Eﬁ'ﬂ
Your bank details
Account holder name
X
| Enter your account holder name
Payments are protected by the Direct Debit Guarantee ® Bebit

Your sort code Your account number

Must be 6 digits long Must be 8 digits long
eg.10-20-30 X a8 ‘ e.g.12345678 X a8

| Enter your sort code | Enter your account number

or click here to enter an IBAN
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Once the details have been entered and submitted, a confirmation message will be
displayed, and an email will be sent to confirm that the direct debit has been
successfully set up.

Direct Debit mandate successfully set up

Your Direct Debit mandate has been set up successfully.
Payments will be scheduled shortly and when they have been set up they will be shown on your payments page.
Mandate: MDOTKATS5KF2TS

Payments home

Card payments

When card payment is selected, applicants will be redirected to a payment screen
supported by Stripe, and a notification screen will show when the payment is
successfully completed.

Payment method

Card information

12341234 1234 1234 B v DK
MM / YY CVC =

Cardholder name

Full name on card

Country or region

United Kingdom v

Pay
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Payment successful
Your payment has been successfully taken. The payment status should update shortly.

Order Id:

Stc0er28-7892-422¢-8b7e-da20caedecds-11-6

Payment failures

If, for any reason, the payment is unsuccessful, applicants may retry the payment by
going to the payments tab in the portal. Under summary, select ‘enter payment
details’ on the purple banner.

== Payments

i= Summan y D Payment History

® Payment Actions

@ Payment outstanding for Registered Case Manager Application

Upcoming and historic payments

Applicants are able to view all upcoming and historic payments, by navigating to the
payments tab in the portal.

5.0 Following an application

On receipt of an application, the Operations Team will review the information
provided. Applications are assessed in order of submission. In response to any
application, IRCM may:

e accept the application;

¢ refuse the application;

e request further information;

e consult with a Registration and Conduct Panel member about the
application;

¢ send the application to a Registration and Conduct Panel for

consideration.
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It is the responsibility of the applicant to make the Operations Team aware of any
changes that take place between submission of their application and notification of
an application outcome. Any changes to the following should be communicated:

e Health and conduct declarations (submitted on page 6 of the application

see section 4.8)

e Contact information (submitted on page 1 of the application see section
4.3)

e Information for the register (submitted on page 1 of the application see

section 4.3)

To review the information submitted as part of the application applicants should
navigate to the 'Existing Applications & Updates' tab on the portal. In the event of
any changes, applicants should email portal@ircm.org.uk

5.1 Requests for further information

The Operations Team may contact applicants if there are any questions about their
application. Requests for additional information will be made via email. The applicant
must check for communications requesting additional information. Any such requests
should be responded to within 5 working days. Where an applicant fails to respond to
a request for information their application will be archived. If an application is
archived the applicant will be required to reapply.

When responding to emails from the Operations Team, applicants must send all
correspondence to portal@ircm.org.uk. Applicants should not copy other IRCM email
addresses, as this creates unnecessary administrative work and may result in
delays.

Applicants should note that the Operations Team can only communicate directly with
the applicant regarding their application. If an applicant chooses to copy other
individuals into an email chain, those individuals will not be included in replies.
Applicants may choose to share information with others at their discretion. However,
in compliance with GDPR, the Operations Team cannot respond to or discuss
applications with third parties.

5.2 Successful applications

Typically, successful applicants will be added to the Pre-Registrant Pathway within
15 working days of their application submission date. Where additional information is
requested, a decision will be made within 20 working days following its receipt.
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Applicants will be added to the Pre-Registrant Pathway and will receive an email with
relevant information and resources. This includes how to access their Pre-Registrant
logo and their Pre-Registration certificate.

5.3 Applications referred to a panel

When applying to join the Pre-Registrant Pathway some circumstances may lead to
a Registration and Conduct Panel being convened or a Registration and Conduct
Panel Member being consulted including but not limited to:

e itis unclear if the experience being claimed in a role meets eligibility

requirements.

e an applicant has included case management experience gained outside of
the United Kingdom as part of their application — this is in order to assess
equivalence of experience,;

e where a possible risk to the public is identified during the application review

process.

Applicants will be notified if their application is to be considered by a panel and
further information may be requested. Where a panel is necessary, it will be
convened within 30 working days of the notification to the applicant. The applicant
will be kept informed of the progress. The outcome will be communicated to them
within 10 working days of the process being completed.

5.4 Rejected applications

When an application is rejected, applicants may appeal this decision. The following
are the only grounds for appeal:
« the decision was made against the weight of evidence,;

« there is new relevant evidence that was not available at the time of the

application.

See the Registration and Renewal Policy for the Pre-Registrant Pathway for further
information. Information will be provided to unsuccessful applicants.
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Annex 1 Case manager and case manager in training definitions

Case managers and case managers in training

Not everyone who carries out case management is called a ‘case manager’. Equally
the term ‘case manager’ may be used for roles outside of the health and social care
sector and therefore not provide relevant experience for the purposes of becoming a

Registered Case Manager.

Are you a case manager?

A case manager who meets IRCM'’s definition for the purposes of eligibility would be
able to answer yes to all these questions.

Question

Notes — these are not exhaustive examples

Do you deliver case management
services within health and social
care? We define case
management as

“a collaborative process which
assesses, plans, implements,
coordinates, monitors, and
evaluates the options and
services required to meet an
individual’s health, wellbeing,
social care, education and/or
occupational needs, using
communication and available
resources to promote quality,
cost-effective and safe outcomes”.

This is a high-level overview of case
management activity. Case managers may
specialise in a particular area(s) of practice
but deliver holistic support within these. They
carry out all aspects of the case management
process not just part of it for example
conducting only initial assessments.

Assess Plan

Evaluate Implement

Monitor Coordinate

Not all case managers are called case
managers, examples of some typical job titles
include: care co-ordinator, care managetr,
community matron, vocational rehabilitation
practitioner, key worker, care navigator, rehab
support co-ordinator, rehab pathway
coordinator, neuro navigator.

Do you provide case management
to a service user or group of
service users as a distinct and
separate role?

You may also carry out different roles if you
have multiple jobs — for example you may
work as an occupational therapist in the NHS
and also as a self-employed case manager
for different service users.

You may have a role in which you carry out
two separate functions independently of each
other within case management, and not
relating to the same service users, for
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Question

Notes — these are not exhaustive examples

example, managing a caseload and
supervising other case managers.
Undertaking multiple roles in relation to a
single service user should be avoided where
possible and where undertaken consideration
should be given to managing the conflict of
interest appropriately — see The Standards of
Proficiency in Case Management and IRCM’s
Conflicts of Interest Guidance.

Where the predominant role in relation to the
service user is not as the case manager (e.g.
it is as a treating practitioner) but elements of
the case management process form part of
“top-up support” or similar this does not form
part of qualifying experience. In these
instances, case management activity is not
being carried out by a case manager acting in
a distinct and separate role.

Do you carry a caseload of
service users from whom you are
demonstrably independent (eg not
compromised by personal
relationships), and acting
independently of other case
managers?

A caseload is a group of individual service
users for whom the case manager holds lead
or sole responsibility for delivering and
overseeing the full case management
process. This typically involves simultaneous
responsibility for multiple service users.
However, qualifying experience may be
accrued across sequential cases provided
that across the period, the applicant has
managed the minimum number of different
cases.

To meet the requirements for qualifying
experience, across the total period applicants
must have acted as the lead or sole named
case manager for a minimum of three
individual service users with whom there is no
conflict of interest. The three individual cases
do not need to be concurrent. Each case must
have been managed for a minimum period of
three months. Experience gained where there
is a personal relationship with the service user
(for example, a family member or friend) does
not form part of the qualifying experience due
to conflicts of interest.

You would be the named case manager
holding lead or sole responsibility for the
caseload. You would be named in
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Question Notes — these are not exhaustive examples
communications with all parties including on
reports to service users, funders and other
stakeholders as the lead or sole case
manager and be held responsible for the
activity with appropriate insurance in place to
support this.

You would be responsible for assessing,
planning, implementing, coordinating,
monitoring and evaluating all elements of a
service user’s case-management
requirements. As an impartial third party you
would engage with relevant stakeholders to
gather information and represent the service
user’s interests. Relevant stakeholders
include family members, health professionals,
service providers and employers.

Are you working at the competent | You may be exceeding this requirement and
level of proficiency as set out in working at advanced or expert level of
IRCM'’s competency framework? | proficiency. The competent level is a
minimum requirement.

Are you a case manager in training?

A case manager in training who meets IRCM’s definition for the purposes of eligibility
would be able to answer yes to all these questions. Experienced case managers
may again become case managers in training when developing a new area of
practice.

Question Notes — these are not exhaustive
examples

Has your supervisor and/or employer This should be clearly documented as
agreed that the work you are carrying part of your personal development plan
out is part of a development route and the date this commenced from noted
towards becoming an autonomous on it. Where you are already working in
case manager within health and social | an organisation, normally this will

care who would meet the competent coincide with a change of role profile and

level of proficiency as set out in job title.

IRCM'’s competency framework?

Do you carry a caseload of service A caseload is a group of individual

users from whom you are service users for whom the case
demonstrably independent (eg not manager holds lead or sole responsibility
compromised by personal for delivering and overseeing the full
relationships), independently of other case management process. This typically
case managers but receive additional | involves simultaneous responsibility for
supervision from an experienced case | multiple service users. However,
manager over and above normal gualifying experience may be accrued
professional supervision? across sequential cases provided that

across the period, the applicant has
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Question

Notes — these are not exhaustive
examples

managed the minimum number of
different cases.

To meet the requirements for qualifying
experience, across the total period
applicants must have acted as the lead
or sole named case manager for a
minimum of three individual service users
with whom there is no conflict of interest.
The three individual cases do not need to
be concurrent. Each case must have
been managed for a minimum period of
three months. Experience gained where
there is a personal relationship with the
service user (for example, a family
member or friend) does not form part of
the qualifying experience due to conflicts
of interest.

You would be named as the case
manager holding lead or sole
responsibility for the caseload. You
would be named as the lead or sole case
manager in communications with all
parties including on reports to service
users, funders and other stakeholders as
the responsible case manager and be
held responsible for the activity with
appropriate insurance in place to support
this.

You would be responsible for assessing,
planning, implementing, coordinating,
monitoring and evaluating all elements of
a service user’'s case-management
requirements. As an impartial third party
you would engage with relevant
stakeholders to gather information and
represent the service user’s interests.
Relevant stakeholders include family
members, health professionals, service
providers and employers.

Qualifying experience is calculated from
the point at which an applicant becomes
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Question

Notes — these are not exhaustive
examples

the named case manager holding lead or
sole responsibility for one or more
service users where the requirements for
gualifying experience are met.

In practice, this point may follow a period
of development where the applicant was
supporting other case managers or
undertaking delegated tasks. Such
activity does not count towards qualifying
experience.

Applicants should identify the point at
which they began to hold lead or sole
responsibility for cases. Where
responsibility developed gradually, this
should be based on when they were
accountable for decision-making and
recognised as the responsible case
manager in writing to third parties
including communications and
documentation.

Where dual roles are held for example
0.5 FTE as a case manager in training
and 0.5 FTE as a case manager’s
assistant, only the time as a case
manager in training counts towards
gualifying experience.

If you are not named as the case
manager holding lead or sole
responsibility for any cases but some
service users are allocated to you for
specific aspects of their case
management or other supporting activity,
then you are working as a case
manager’s assistant not a case manager
in training.
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Question Notes — these are not exhaustive
examples

Definitions from IRCM'’s glossary of terms

Professional supervision is defined as:

“Like practice supervision but with a broader and more long-term focus. Involves
identifying professional learning and development needs and CPD. Also includes
supporting the case manager to maintain their own wellbeing through supported

reflection.”

Practice supervision is defined as:

“Aims to support learning and develop competency related to a specific task.
Supervisor with more advanced skills than the supervisee. Lasts until the
supervisee has reached competence in the specific task(s).”
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Annex 2 Case Management Role Description

Example 1

The role | undertake as a Brain Injury Case Manager at X Ltd encompasses carrying
a case load of clients as the primary Case Manager. The clients are post-litigation
and at varying points in their rehabilitation journey post-accident.

The role requires:

coordination of multiple agencies and the professional team,

support worker management,

collaborative working with Human Resources for support worker recruitment
and employment management,

undertaking immediate needs and other assessments,

building rapport and relationship with the client and/or family members,
determining the most effective ways of communicating between the
professional team and family,

assessing, writing and regularly reviewing clinical documentation,
resourcing appropriate teams to support the client’s rehabilitation journey,
communicating and working collaboratively with financial Deputy teams. This
includes submitting annual costings and attending annual Deputy review
meetings,

attending case reviews,

chairing multiple disciplinary team meetings,

advocating for the client with Local Authorities and statutory services,
facilitating working between private and statutory teams for the provision of
therapeutic input,

ongoing monitoring and evaluation of the client and their needs, health and
wellbeing,

facilitating short- and long-term goal planning,

regular reviews and mapping goal progression,

implementing care and management plans,

facilitating best interest meetings,

monitoring and appropriately escalating safeguarding concerns,

seeking cost-effective solutions for the client,
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e maintaining overview of the client and duty of care and;

e at all times advocating for the safety of the client.

The role is carried out adhering to the seven core areas required for effective
practice as set out in the IRCM competency framework and Standards of
Proficiency, and in line with X Ltd’s standards. | receive regular* formal supervision
from my clinical manager. This supports my practice, reflection and to identify
learning opportunities and develop skills. This is also an opportunity to review my
clinical decision making and that | am identifying my scope of practice. | maintain a
log of training events and conferences attended with reflection on the learning
outcomes.. | attend regular in-house training events and reflective practice sessions
for accountability of practice and for exposure to the working practice of other Case
Managers.

*Regular supervision is:
e monthly meetings of at least an hour duration;

e phone contact as required to discuss clinical reasoning;
e supervisor reads and provides feedback on all new plans, reports, costings,
complex letters etc;

e regular audits of case notes.

Example 2

| am a Vocational Rehabilitation (VR) Consultant for an inhouse VR team. This is a
hybrid role including case management and relationship management. My role as a
case manager includes carrying out initial assessments with employees who are at
work and struggling, or are absent from work. This may be as a result of a health
condition or disability.

The assessments take a biopsychosocial approach, looking at physical, cognitive,
and psychological factors, and are focused on function. | explore function in relation
to activities of daily living (ADLSs), functional tolerances, and medical history and
treatment, as well as exploring the vocational situation. When looking at the
vocational situation, | would explore the physical and social environment, as well as
the demands of the role. As a result of this assessment, | then produce a report and
a rehabilitation plan which | then implement.

This plan may include gaining further guidance or information from treating
practitioners, supporting increased activity for the individual in their day, providing
physio or other treatments, or arranging a return-to-work meeting or worksite

visit. This is not an exhaustive list, and there are numerous other recommendations
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that may form part of the plan and case management, such as assistive technology,
training, or employer education. | review the plan as appropriate and update when
required.

To support engagement of all parties, including the client. | work with insurers,
treating practitioners, and employers (HR, OH, H&S, and line managers).

50 % of this role is relationship management with clients (employers) to ensure they
are aware of the rehab services available to them as part of their policy and to
encourage engagement with those services. As part of this, | also review their
practices and data to identify trends and risks and support them with implementing
appropriate wellbeing programmes in their organisations. This utilises my skills as a
case manager but is a distinct and different role.

| have a caseload of clients for whom | am the named case manager. In this role the
caseload is approximately 15 at any given time (full caseload would be 30)

| am working in line with the Standards of Proficiency in Case Management.
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Annex 3 Mentor Confirmation Example

Applicant’s Name:
Applicant’s Current Role:
Applicant’s Organisation:

| confirm that I, [Mentor’s Full Name], am acting as a professional mentor to
[Applicant’'s Name] in support of their development towards meeting the
competencies required for registration on the Register of Case Managers.

| confirm that:

e | have reviewed the applicant’s current professional role and development
objectives.

e The applicant is undertaking appropriately supervised case management
practice.

e | am supporting the applicant to work towards applying to The Register of
Case Managers by providing professional guidance, supervision, and
feedback in accordance with IRCM’s Standards of Proficiency in Case
Management.

| understand this confirmation will be used as part of the applicant’s Pre-Registrant
Pathway application.

Mentor Details

Name:

Professional Title / Role:

Organisation:

Registration Number on the Register of Case Managers (if applicable):
Email Address:

Telephone:

Signature:
Date:

Optional: The mentor may attach a brief outline of the supervision or mentorship
arrangement (e.g., frequency of meetings, key focus areas).
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Annex 4 Setting up 2 factor authentication

It is recommended that applicants download the Microsoft or Google authentication
app.

Applicants should open the authenticator app and scan the QR code on the Portal
from within the app. Once connected, it is recommended that applicants update the
account name from ‘Regulator Smart’ to ‘IRCM Portal’ to ensure it is easily
identifiable for future logins.

To change the name on Google Authenticator applicants will likely have to swipe left
or right depending on the device they are using and select the pencil icon.

RCM Portal

) o % [

To change the name on Microsoft Authenticator applicants will have to select the
account and then amend the account name via the settings cog in the top righthand
corner.

Regulator+Smart
victoria@ircm.org.uk

WAYS TO SIGN IN OR VERIFY
One-time passwords enabled
You can use the one-time password codes generated by

this app to verify your sign-ins

One-time password code

® 133 342 O
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Annex 5 Preparing for application checklist

This supports applicants to gather relevant documentation and information prior to
beginning an application.

A) | Initial preparation
" Review the eligibility criteria (section 2.0)

" Request reasonable adjustments to the application process if needed
(email: portal@ircm.org.uk)

B) | Page 3 - Your experience
It is recommended that applicants prepare the answers related to their
experience as this forms the core of the application.

1) | Use the experience spreadsheet to identify which of your roles will form your
qualifying experience. This will ensure you do not spend time collating
information that is not required.

Experience is time spent as a case manager/ case manager in training. Time
spent as a case manager’s assistant, on business development duties or
providing treatment do not count towards the requirement.

" Experience calculated

i) | Request confirmation from your mentor, that they are supporting you to work
towards an application to The Register of Case Managers.
' Confirmation requested

iii) | Complete your development plan with your mentor, this should be completed
on the IRCM template.

- Development plan completed
iv) | An answer to the following should be prepared for each of the roles used as

qualifying experience:

Describe the case manager/ case manager in training elements of the role,
you may wish to refer to the case management process to do this. Typically,
this description would not exceed 500 words. A quick way to check word
count in Word is to highlight the words to be counted and look in the bottom
left corner of Word.
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We strongly advise you to refer to our guidance (see Annex 1 and Annex 2) in
preparing your description. You will also have the opportunity to upload a job
description.

In the application you will also be asked for start date in the role and end
date.

Role 1
Title: Click or tap here to enter text.

Description:
Click or tap here to enter text.

Role 2 (if required)
Title: Click or tap here to enter text.

Description:
Click or tap here to enter text.

Role 3 (if required)
Title: Click or tap here to enter text.

Description:
Click or tap here to enter text.

Role 4 (if required)
Title: Click or tap here to enter text.

Description:
Click or tap here to enter text.

Role 5 (if required)
Title: Click or tap here to enter text.

Description:
Click or tap here to enter text.

Role 6 (if required)
Title: Click or tap here to enter text.

Description:
Click or tap here to enter text.
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Provide a brief overview of any other experience you have within case
management not as a case manager for example as a case manager’'s
assistant.

This overview would not typically exceed 1000 words.

Click or tap here to enter text.

C)

Other information

This information is required as part of your application, it is recommended that
you gather this before commencing your application.

i) | Page 2 — Registrations, memberships and safeguarding training
' Registration numbers for active and lapsed health and social care
registrations inside and outside of the UK (e.g. NMC, HCPC, BACP,
BASRAT)
' Registration numbers for active and lapsed registrations with publicly
searchable professional registers requiring sign up to a code of ethics
' Details of highest level of safeguarding training including awarding body
and date received or last updated.
Notes:
Click or tap here to enter text.
ii) | Page 4 —-Uploads
" Scan or photograph of driving licence (preferred) or other government
issued photo ID e.g., Passport. (If you are not uploading a driving licence,
you will also need proof of your home address e.g. council tax or utility bill
in your name and dated within the last 3 months).
- Any additional files that support your application, such as a CV or
professional biography
iv) | Page 6 — Health and conduct

This includes a section for any additional information you wish to provide in
relation to your application

Page 47




Annex 6 Annual development plan example
IRCM Annual Development Plan for Pre-Registrants

NAME: Jane Doe "

LEARNING CYCLE: Appraise / Plan / Do
IRCM CPD CYCLE

DATE COMPLETED: 7" May 2026

Record §

Sections 1,2 and 3 should be completed at the start of the period, sections 4,5 and 6
should be completed throughout the period along with additions to 1,2 and 3 if
needed.

Type in the empty boxes to expand

1) APPRAISE Reflect on your current experience and knowledge:
(or e What experience, qualifications or skills do you already
reappraise) have that relate to case management?

e What areas do you feel confident in?
¢ What areas of case management practice or professional
knowledge do you need to develop?
e What do you hope to achieve during this period?
| have been a registered mental health nurse since 2003
working in a variety of settings. My most relevant experience
that brings skills for case management is my work as a Care
Co-ordinator in secondary mental health services. Care co-
ordinators help to co-ordinate and navigate care across the
health and care system, helping people make the right
connections with the right teams at the right time. | became
skilled in assessing people’s changing needs in complex
cases. Care co-ordinators are effective in bringing together
multidisciplinary teams to support people’s complex health and
care needs.

Since December 2025, | have worked as a case manager,
where | demonstrate interpersonal skills, including
professionalism, adaptability, and effective communication.
These skills allow me to build positive, trusting relationships
with clients, their families, and a wide range of professionals
involved in their care.

| have experience in arranging and coordinating care

packages, ensuring that support is person-centered,
responsive, and regularly reviewed to meet changing needs. |
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2) PLAN
(Development
Goals)

routinely manage and contribute to multi-disciplinary teams
(MDT), acting as a central point of coordination to promote
clear communication, collaborative decision-making, and
continuity of care. | am confident in my report writing,
producing clear, accurate, and professional documentation to
support assessments, reviews, and care planning.

Working within case management requires the ability to
manage critical and unpredictable situations, and |
demonstrate calm, considered decision-making in these
circumstances. | take pride in completing holistic needs
assessments that consider all domains, including physical,
emotional, social, and environmental factors. | work
collaboratively with service users and their families to ensure
their views, goals, and strengths are reflected in detailed,
person-centered plans.

As part of the pre-registration process and my continued
commitment to professional development, | aim to strengthen
my professional competence and confidence as a case
manager. | want to develop best practice within my approach
and understand my responsibilities. It is important | continue
to build my resilience within this field as it is emotionally
challenging though accessing regular supervision and support.
I will continue to identify training opportunities and access
networking events to further my knowledge.

Set clear goals for your learning and professional growth

during this period:

« What specific competencies do you need to develop (see
the Case Management Competency Framework)

o What training, supervision, or shadowing opportunities will
help you achieve these?

e What support will you need from your mentor, supervisor or
organisation?

« What potential barriers might affect your progress, and how
can you address them?

Competencies | want to develop within the period are:

1. To further develop my autonomous, analytical thinking
while applying an evidence-informed approach.

How | will develop this:
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« Attend training on evidence-based practice and
analytical decision-making

e Use supervision to critically discuss complex cases and
justify decisions

« Shadow senior or advanced case managers

Potential barriers:

o High caseloads limiting time
o Limited access to research or guidance during busy
periods

2. To explore using tools and measures to enable decision
making and evaluation of outcomes.

How | will develop this:

o Complete training on assessment tools, outcome
measures, and risk frameworks

e Apply tools in practice and review outcomes in
supervision

« Shadow colleagues who routinely use structured
measures

Potential barriers:

« Limited training opportunities for specific tools
e Time pressures reducing thorough evaluation of
outcomes

3. To further develop my ability to keep complete,
accurate, and unbiased records including the
documentation of consent and best interest decisions.

How | will develop this:

« Undertake training on professional record-keeping,
consent, and best interests

e Review case notes in supervision and self-audit records

o Observe best practice through shadowing experienced
colleagues
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Potential barriers:

« Time constraints affecting the detail of documentation

o Complexity of cases making records lengthier and
challenging

« Balancing detailed recording with workload demands

4. To employ creative and innovative thinking to make
robust decisions for person centered plans and
solutions.

How | will develop this:

« Attend training on strengths-based and person-centred
planning approaches

« Use supervision to explore alternative and creative
solutions

o Learn from colleagues who use flexible care options

Potential barriers:
Limited availability of services or funding constraints

Organisational processes that restrict flexibility
Risk-averse cultures that discourage innovation

5. To demonstrate leadership in motivating others and
support them in taking the lead to improve their
performance.

How | will develop this:

e Access leadership or coaching skills training
o Take leads in MDT discussions or case reviews
« Informally mentor colleagues and share learning

Potential barriers:
o Limited opportunities to take on leadership
responsibilities

« Confidence in challenging or motivating peers
o Time pressures reducing ability to support others
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6. To understand and identify appropriate resources
available for case management and consider options
and alternatives.

How | will develop this:

o Attend briefings or training on local and national
services

o Shadow colleagues with strong knowledge of pathways
and resources

« Build and maintain a personal resource directory

Potential barriers:

o Changing service availability and waiting lists
o Lack of up-to-date information on resources
« Limited options in certain geographical areas

7. To use reflection to question and evaluate my own
practice in relation to the emerging evidence base for
my area of case management.

How | will develop this:

o Use reflective models to structure self-reflection
« Explore practice decisions in supervision
« Keep up to date with research and guidance

Potential barriers:
« Limited protected time for reflection

e Access to research or evidence summaries
« [Fatigue or emotional impact of complex casework

8. To engage in, support, and contribute to education and
training for case management colleagues.

How | will develop this:

e Attend training on presentation or facilitation skills

e Share learning at team meetings or through case
discussions

e Support colleagues through mentoring or peer learning
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Potential barriers:

Confidence in delivering training to peers
Limited opportunities to contribute formally to learning
Competing workload demands

What do | need from my organisation and supervisor?

Protected time for learning and reflection in order to
develop my practice outside of my normal work.
Supervision for cases but also for achieving my
competencies which is high quality and although myself
and my supervisor are busy, | would prefer this to be in
person.

Continued support from the company to access training
and development opportunities.

Shadowing of experienced case managers.

Access to up-to-date policies, research, guidance, and
practice tools with time to explore these by accessing
organisations such as BABICM, CMSUK and VRA.

To continue to be supported in my case load to ensure
it is manageable.

3) DO (Learning Plan the learning and practice activities you will undertake.
Case managers/case managers in training are expected to
engage in a variety of CPD activities (at least 2 types of CPD
per year) on a regular basis (at least 1 activity every 3 months)
at a minimum. What will you do to achieve this?

Keep a record of CPD.

Sign up to newsletters of relevant providers and read
publications such as Case Management Magazine.

Share information with peers.

Post on LinkedIn.

and Practice
Activities)

Planned training:

Complete training or e-learning on evidence-based
practice, critical thinking, and clinical/analytical
reasoning.

Retraining Pain Complex Pain Training Day
Courtroom Skills Training Day

Cross Examination Day

CMSUK Conference

BABICM Conference
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¢ VRA Conference
e Manual Handling Training
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Version | Date Amendments
1 16/12/2025
1.1 28/05/2026 | Updates to clarify the definition of a caseload and the

requirements for qualifying experience to join the
Register of Case Managers, including the introduction of
a minimum number of service users across the qualifying
experience period. Strengthened requirements relating to
governance, independence of judgement, and the
identification and management of conflicts of interest.
Annex 6 added to include an annual development plan
example.

Review date: May 2027
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