Institute of Registered

Registration and Renewal Policy
for the Register of Case Managers

1.0 Purpose

This policy sets out the eligibility criteria and the processes for registration, renewal
and readmission onto the Register of Case Managers for the Institute of Registered
Case Managers’ (IRCM). This policy should be read in conjunction with the
associated guidance documents for registration and renewal.

IRCM’s mission is to safeguard people who use case management services, by
setting and upholding standards for Registered Case Managers.

1.1 Terminology

A person applying to the Register is referred to as an Applicant. A Registrant in the
context of this policy is a Registered Case Manager; they will be shown on the IRCM
Register unless exceptional circumstances apply, see section 5.

1.2 Eligibility criteria

IRCM sets eligibility criteria which applicants must meet; these can be found in
Annex 1. IRCM reserves the right to make changes to these criteria at any time
though it will endeavour to set out a timeline for changes ahead of them being
implemented. The criteria applied to an application will be those in place on the date
the application is submitted.

1.3 The Register

The register is accessible through IRCM’s website at www.ircm.org.uk. The following
information will be displayed on the Register as a minimum:

e legal first and last name

e J|ocation (county or outside of the UK)
e registration number

e sanctions (if any)

A Registrant profile may be accessed from the Register and this will contain at a
minimum:
e Registration expiry date
a link to the Registrant’s website, where provided
a profile picture, where provided
full name used professionally (if different to legal name)
the languages the Registrant practises in
practice style (face to face, remote or both)
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Registrants will be notified if the categories of information shared on the Register or
in their profile will change.

1.4 Register updates

Registrants must ensure that the information on their register entry (and other
relevant information) remains up to date. Registrants must review their information at
renewal, but this should be updated when information changes. Updates should be
made between renewal periods by logging into the portal and completing a Change
of Details Form which can be found in the New Applications & Updates tab. The
Operations Team will review requests for updates and will respond within 10 working
days.

2.0 Registering with IRCM

Applications for registration should be made through IRCM’s website at
www.ircm.org.uk Where an application is not submitted within four weeks of it being
commenced it will be archived and rendered read-only. An application is commenced
once the screening form has been completed. Archived applications cannot be
edited or submitted, and a new application must be initiated by completion of the
screening form if an applicant wishes to proceed.

Extension requests may be made in cases of extenuating circumstances. Such
requests must be submitted to portal@ircm.org.uk prior to the end of the four-week
period and will be assessed on a case-by-case basis.

Applicants must review the Applying to join the Register of Case Managers
Guidance prior to beginning their application. This will ensure applicants are
prepared and allows any questions to be raised with IRCM pre application where
possible, thus preventing unnecessary delays.

2.1 Applications to join the register

Applications to join the Register will be reviewed by the Operations Team. They will,
at their discretion, contact the applicant with any queries such as missing
information. Where the information provided indicates that eligibility criteria are met,
no concerns are identified and the Operations Team do not have queries, individuals
will typically be added to the register within 15 working days of receipt of an
application. Registrants will be notified when they are added to the register.

2.1.1 Where applicants appear to be ineligible for The Register of Case
Managers

Where an applicant does not appear to meet the eligibility criteria the Operations

Team may at their discretion make contact to request further information or
clarification about an application before a decision is made. Input from a Registration
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and Conduct Panel Member who is a Registered Case Manager may also be sought.
A decision will be made no later than 20 working days following receipt of the
additional information.

Where an application for registration is rejected due to not meeting the eligibility
criteria, the reason(s) for this will be set out along with the process for appealing the
decision.

2.1.2 Applications referred to a panel

When applying to join the Register 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 gained the majority of their case management experience
outside of the United Kingdom.
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.

2.1.3 Risks identified during application assessment

During the application assessment process, risks to the public may be identified;
these are dealt with via an administrative process. This process will only commence
where an application has been deemed to meet the eligibility criteria in other
respects. The applicant will be notified should the administrative process be
commenced.

2.1.4 Administrative process

The Operations Team will gather relevant information and evidence from all available
parties. An Application Panel will be convened within 30 working days, this will
comprise of three Registration and Conduct Panel Members; including one
layperson and at least one Registrant. The panel will review the application and
conduct a risk assessment using the risk matrix in Annex 4. The panel may request
additional information where they feel relevant.

The panel will:
e approve the application; or
e reject the application.

Page 3



Institute of Registered

IRCM may notify and share information with law enforcement, statutory regulators,
authorities, PSA accredited registers and registers applicable to practice in health
and social care of significant risks identified during this process (whether to the
applicant or others). Risks that may be shared with third parties include but are not
limited to:

e safeguarding;

e conduct;

e data and confidentiality breaches.

Where the applicant or Registrant is under investigation by an employer, statutory
regulator, or other appropriate body IRCM may consider pausing the application or
renewal process until the proceedings of the other organisation have concluded.
Where a renewal process is paused, Registration may lapse in the interim.

The panel may indefinitely suspend the right to make further applications or set a
timescale within which one may not be made.

Any decision to grant Registration is also subject to all conditions of registration
being met as set out in this policy.

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 registration is rejected, the
process for appealing the decision will be set out.

2.1.5 Appealing a rejected application to the Register of Case Managers

Applicants have the right of appeal if their application for registration or renewal is
rejected. The following are the only grounds for appeal:

e there is new relevant evidence that was not available at the time; and

e where an applicant has been deemed to not meet eligibility criteria, that the
decision was made against the weight of evidence.

An appeal can be made by writing to the Operations Team setting out the grounds
for appeal. This should be submitted within 20 working days of the date of the
rejection and include any supporting evidence. Appeals made after this date will not
be considered unless an extension to the period has been pre-agreed.

An Application Appeal Panel will be convened to consider the appeal. This will
comprise three Registration and Conduct Panel Members, including one layperson
and at least one Registrant with no prior involvement in the registration process. The
panel may request additional information where they feel relevant.

The following will be considered sequentially by the Application Appeal Panel.

e whether the grounds for appeal have been met and if so;
i.  for applications deemed ineligible, whether they meet the eligibility
criteria; or
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ii.  for applications rejected as the result of the administrative process, the
outcome of a new risk assessment conducted by the panel in line with
Annex 4.

The panel may:

e approve the application to join the Register of Case Managers (where the
appeal related to eligibility should a risk have been identified; this approval
would be subject to the outcome of the administrative process);

e uphold the decision to reject the application;

e uphold the decision to reject the application and set or uphold any
restrictions on the right to make further applications or timescales within
which one may not be made.

Any decision to grant registration is also subject to all conditions of registration being
met as set out in this policy.

The applicant will be kept informed of the progress of the appeal process and the
outcome of the appeal will be communicated to them in writing within 10 working
days of the process being completed.

The Application Appeal Panel decision is final.

3.0 Registration renewal

Registrants are required to renew their registration on an annual basis. To renew
their registration, a Registrant will need to have:

e paid the appropriate fee; and

e completed the renewal application.

These must be complete on or before the date of renewal to avoid lapsed
registration. An additional administrative fee may be required for any renewal where
registration has lapsed.

Where renewal follows a period of lapsed registration, the requirements of section
4.1 for lapsed Registrants apply.

Where a Registered Case Manager has previously indicated in their registration or
renewal application that they were a former case manager or a case manager in
training with a clear plan to return to case management practice (for example, while
seeking employment), IRCM reserves the right, at its discretion, to decline renewal if
the individual continues to fall within this category at the point of renewal.
Registration may be re-applied for once the individual has returned to case
management.

When considering renewal applications from individuals in this category, IRCM may
audit Continuing Professional Development (CPD) to ensure that professional skills,
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knowledge, and competencies have been appropriately maintained during any
period of non-practice.

Where a renewal application is declined following assessment, the individual has the
right of appeal. Appeals will be considered in line with the process set out in section
2.1.5.

3.1 Audit

Eligible Registrants may be randomly selected for audit, which will require them to
provide a CPD profile, supervision logs and supporting evidence to demonstrate that
they have met IRCM’s standards. Further information is provided in the Continuous
Professional Development Policy and Guidance and the Professional Supervision
Policy.

4.0 Removing a Registrant

Registrants will be considered lapsed and will be removed from the Register when
one or more of the following apply:

e where the renewal fee has not been paid;
e where the renewal application has not been submitted;

e where registration was granted prior to the Certificate of Proficiency in
Case Management being published and the Registrant has not passed this
within 6 months.

Registrants will have a modified register entry where:
e an interim suspension order has been issued; or
e a sanction has been issued.

The outcomes of hearings and decisions will be published on the website in line with
the Fitness to Practise Policy.

4.1 Readmission to the Register for Lapsed Registrants

Where registration has lapsed and a request is made to be readmitted to the
register, the following criteria will apply.

Period since Basis for readmission

registration

lapsed

Up to 6 months | On request providing all requirements for registration are still
met.
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Period since Basis for readmission
registration
lapsed

6 months to 1 Additional to confirming all requirements are still met, the
year applicant will need to provide evidence of their continuation to
meet the CPD policy for audit, see 3.1.

1to 3 years The applicant should apply to the Operations Team setting out
their reason for their registration lapsing and whether they have
practised and maintained their CPD during this period.

IRCM may exercise discretion based on circumstances to re-
admit lapsed Registrants during this period subject to them
meeting the requirements in the previous section or may require
them to re-sit the Certificate of Proficiency in Case Management
and evidence appropriate CPD. A panel may be convened to
consider the application.

Where an applicant is not re-admitted, the decision may be
appealed as set out in section 2.1.5

3 years plus The applicant will need to re-sit the Certificate of Proficiency in
Case Management and provide evidence of their continuation to
meet the CPD policy for audit, see section 3.1.

4.2 Restoration to the Register following a Strike Off order
This process is set out in the Fitness to Practise Policy.

Any former Registrant subject to such an order will be required to sit the Certificate
of Proficiency in Case Management prior to reinstatement in addition to meeting the
criteria required of all applicants except where an appeal is upheld. Where an appeal
is upheld, they may only be subject to the requirements for lapsed Registrants.

5.0 Exceptional circumstances

A Registrant or applicant may apply to the Operations Team to have their name
withheld from publication in the register due to exceptional circumstances. A request
may be submitted during the application process or at any other time 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.

As part of making a request applicants and Registrants will be asked to outline:

e the circumstances that justify the request;
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e contact information for a relevant individual or organisation to verify the
details provided;

e any supporting documentation including official documents where available.

The Operations Team will acknowledge receipt of the request within 5 working days
and remove the entry from the register in the case of a Registrant, or in the case of
an applicant not publish their details on the register if their application is approved.
The request will be referred to a Safeguarding Panel for consideration and
determination within 20 working days of receipt for a Registrant or approval of
application for an applicant. This process may involve requesting additional
information from the Registrant and verifying documentation.

If the panel determine that the Registrant’s safety is at risk, the panel will withhold
the Registrant’s name from publication. The withholding of the Registrant’s name will
apply for the remainder of their current registration period, with the option for
extension at annual renewal. At each renewal, the Registrant will need to provide up-
to-date evidence confirming the continuation of the exceptional circumstances.

Registrants may appeal the Safeguarding Panel decision and may submit another
request if their circumstances change, or new evidence becomes available.

Registrants whose details are withheld from the Register due to exceptional
circumstances may request IRCM to confirm via email their inclusion on the Register
to third parties by contacting the Operations Team.

5.1 Appealing a request to have name withheld from the register

Registrants have the right of appeal if their application to have their name withheld
from the register is rejected.

The following are the only grounds for appeal:
e the decision was made against the weight of evidence.

An appeal can be made by writing to the Operations Team setting out the grounds
for their appeal. This should be submitted within 20 working days of the date of the
rejection and include any supporting evidence. Appeals made after this date will not
be considered unless an extension to the period has been pre-agreed but
Registrants may submit another request to have their name withheld if their
circumstances change, or new evidence becomes available.

A Safeguarding Appeal Panel will be convened to consider the appeal within 30
working days. This will comprise three people with no prior involvement in the
process including at least one Registrant or Pre-Registrant. The panel may request
additional information where they feel relevant.

The panel may:
e approve the application to withhold the name from the register; or
e reject the application to withhold the name from the register.
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The Registrant will be kept informed of the progress of the appeal process and the
outcome of the appeal will be communicated to them in writing within 10 working
days of the process being completed.

6.0 Reasonable adjustments

IRCM is committed to making its processes accessible to all and will make
reasonable adjustments as necessary to enable individuals to participate fully.
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Annex 1 — Registration criteria

All Registrants must meet the following criteria:

\V

e be a case manager, case manager in training (see annex 2) or work within the
field of case management in a broader role such as supervision,
management, teaching or research;

e work in the UK;

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

e practice in line with IRCM’s Standards of Proficiency for Case Managers

e agree to comply with all IRCM policies and guidance relating the Register of
Case Managers;

e meet the criteria set out in at least one of the routes below.

Route
1

Route
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a) have been regulated by one of the statutory health and social care
regulators overseen by the Professional Standards Authority:
e General Chiropractic Council
e General Dental Council
e General Medical Council
e General Optical Council
e General Osteopathic Council
e General Pharmaceutical Council
e Health & Care Professions Council
e Nursing and Midwifery Council
e Pharmaceutical Society of Northern Ireland
e Social Work England
b) and 2 years qualifying experience* as a case manager or case
manager in training (see annex 2)
c) and
i) 2 years qualifying experience* of post qualification practise in
their regulated profession
or
i) afurther 2 years qualifying experience* experience as a case
manager or case manager in training (see annex 2)
or
iii)  acombination thereof.
a) have been regulated by one of the following statutory health and

social care regulators:

e Social Care Wales

¢ Northern Ireland Social Care Council
e Scottish Social Services Council
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b) and hold one of their approved degree or postgraduate
qualifications

c) and 2 years qualifying experience* experience as a case manager
or case manager in training (see annex 2)

d and
i) 2 years qualifying experience* of post qualification practise in
their regulated profession
or
i)  afurther 2 years qualifying experience* experience as a case
manager or case manager in training (see annex 2)
or
iii) acombination thereof.

Route | a) have been regulated by one of the following health and social care
3 accredited registers:

e Association of Child Psychotherapists

e Association of Christians in Counselling and Linked
Professions

British Association of Sport Rehabilitators

British Association for Counselling & Psychotherapy
British Association of Play Therapists

British Psychoanalytic Council

British Psychological Society

CBT Register UK

Play Therapy UK

UK Association for Humanistic Psychology Practitioners
UK Council for Psychotherapy

UK Society for Behaviour Analysis

b) and hold one of their approved degree or postgraduate
gualifications

c) and 2 years qualifying experience* experience as a case manager
or case manager in training (see annex 2)

d) and
i) 2 years qualifying experience* of post qualification practise in
their registered profession

or

i) afurther 2 years qualifying experience* experience as a case

manager or case manager in training (see annex 2)

or

iii)  acombination thereof.
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Route a) have a minimum of 4 years qualifying experience* as a case
4 manager or case manager in training (see annex 2).

* Annex 3 sets out guidance on calculating qualifying experience

All existing Registrants will be required to pass the Certificate of Proficiency in Case
Management within 6 months of the date of publication or they will be automatically
removed from the Register.

Changes will be made to the eligibility criteria for new applicants from time to time.
This will include when the Certificate of Proficiency in Case Management is
published, at this point the requirement to pass the Certificate of Proficiency in Case
Management prior to becoming a Registered Case Manager will be included.

Page 12



IR

Institute of Registered

\V

Annex 2 Case Manager and Case Manager 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 manager,
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 A caseload is a group of individual service
service users from whom you are | users for whom the case manager holds lead
demonstrably independent (eg not | or sole responsibility for delivering and

compromised by personal overseeing the full case management
relationships), and acting process. This typically involves simultaneous
independently of other case responsibility for multiple service users.
managers? 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.
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Question

Notes — these are not exhaustive examples

You would be the named case manager
holding lead or sole responsibility for the
caseload. You would be named in
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
level of proficiency as set out in
IRCM'’s competency framework?

You may be exceeding this requirement and
working at advanced or expert level of
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
agreed that the work you are carrying
out is part of a development route
towards becoming an autonomous
case manager within health and social
care who would meet the competent
level of proficiency as set out in
IRCM’s competency framework?

This should be clearly documented as
part of your personal development plan
and the date this commenced from noted
on it. Where you are already working in
an organisation, normally this will
coincide with a change of role profile and
job title.

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

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
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Question Notes — these are not exhaustive
examples

case managers but receive additional involves simultaneous responsibility for

supervision from an experienced case | multiple service users. However,

manager over and above normal qualifying experience may be accrued

professional supervision? 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 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.
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Question Notes — these are not exhaustive
examples
Relevant stakeholders include family

members, health professionals, service
providers and employers.

Qualifying experience is calculated from
the point at which an applicant becomes
the named case manager holding lead or
sole responsibility for one or more
service users where the requirements for
qualifying 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
qualifying 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,
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Question Notes — these are not exhaustive
examples

then you are working as a case
manager’s assistant not a case manager
in training.

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 3 Calculating qualifying experience for IRCM eligibility

Qualifying experience is time spent as either:
e acase manager; or
e acase manager in training.

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.

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

Time spent on duties that would typically be done by someone employed in a role as
a case manager or case manager in training count towards the requirement. In
addition to case management this may include travel, CPD, researching and
commissioning services, recruiting, training and supervising care teams, liaising with
legal teams/ statutory services/ funders in the interests of the service user, providing
reports. Time spent in the following roles/ conducting the following activities do not
count towards the requirement:

e a case manager’s assistant;

e asupervisor or manager of case managers, assistant case managers, case
management assistants or other staff except where you are directing their
work on a case on which you are the lead or sole case manager;

¢ line management, or directorial duties;

e teaching/training provision for peers;

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

e business development duties;

e providing consultation;

e supporting a lead case manager with their caseload for example If you
are assisting the lead 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 lead case managers both named on the case with each taking 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 running a case management organisation;

e carrying out standalone specialist assessments or;
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e providing treatment.

Hours for Other Professions (routes 1-3)
Qualifying experience is that spent practising in a regulated or registered profession.
Time spent on placements pre-qualification does not count towards the requirement.
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Risk assessment is based on the matrix below.
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IMPACT —>
Risk Matrix 1 2 5
Insignifi cant Minor Catastrophic
5
T Almost Certain q 10
(]
4
g Likely 4 8
I
- <]
| Possible 3 6
> 2
E Unlikely - 4 8 10
y 1
I Rare 1 2 4 5

When scoring likelihood, the Application Panel or Application Appeal Panel will
consider based on the information available, how likely it is that any concerns

relating to fitness to practise are to reoccur.

5 | High Above 80% — very likely to occur at some time in normal
circumstances

4 | Likely 0-80% — likely to occur at some time in normal circumstances

3 | Moderate | 40%-59% — likely to occur in some circumstances or at some
time

2 | Unlikely | 20%-40% - unlikely to occur in normal circumstances but
possible

1 | Minimal | less than 20% - may only occur in exceptional circumstances,
highly unlikely

When scoring the impact, Application Panel or Application Appeal Panel will consider

based on the information available:

a) the complainant and/or service users;
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b) the public perception of the profession; and
c) the public perception of the regulatory process.

2. the impact of future recurrence on:

a) the complainant and/or service users;
b) the public perception of the profession; and
c) the public perception of the regulatory process.

5 | Catastrophic | Critical long-term damage or harm to service users/public
Critical reputation impact

Intervention by other agencies

Huge financial impact

4 | Critical Major damage or harm to service users/ public

High reputation impact — national press or TV coverage
Minor regulatory enforcement

Major financial impact

3 | Significant Noticeable damage or harm to service users/public
Extensive reputation impact due to press coverage
External criticism likely

High financial impact

2 | Marginal Minor damage or harm to service users/public
Minor reputation impact

Moderate financial loss

1 | Negligible Insignificant damage or harm to service users/public
Little or no loss of front-line service

No reputation impact

The Application Panel or Application Appeal Panel will agree on the score for each
value by majority. A score over 6 will mean the application for registration is rejected.
Where the score is under 6, the application is likely to be accepted.
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Version Date Amendments
1 20/03/2025
1.1 17/04/2025 Updates to Annexes 1 & 3 —to

reflect new VRA membership
structure and improvements to
how qualifying experience is
recorded.

1.2 05/06/2025 Information shown on the register
updated to legal name, instead of
full legal name. Timeline for
application submission information
added.

1.3 15/12/2025 Removal of requirement for
Registrants to hold membership
with BABICM, CMSUK or VRA as
part of eligibility criteria. Additional
clarification on circumstances

where applications may be
referred to a panel. Further
information added regarding
renewal applications for former
case managers and those not
currently practising. Expanded
guidance in annexes on
definitions of case manager/case
manager in training and
clarification of what constitutes
eligible qualifying experience.

1.4 28/05/2026 Updates to Annexes 2 and 3 to
clarify the definition of a caseload
and the requirements for
gualifying experience. Introduction
of a minimum number of service
users across qualifying
experience. Strengthened
requirements relating to
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governance, independence of
judgement, and management of
conflicts of interest.

Review date: May 2027
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