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1.0 Purpose

This guidance provides additional information about the registration, pre-registration
and renewal processes for the Register of Case Managers and Pre-Registrant
Pathway for IRCM representatives, including the Operations Team and Panel
Members - Registration and Conduct. However, it may also be useful for applicants
and members of the public who want to know more. It should be read in conjunction
with the relevant Registration and Renewal Policy.

This guidance applies to IRCM Representatives involved in the review of
applications and renewals, including members of the Operations Team and
Registration and Conduct Panel Members.

1.1Role of the registration, pre-registration and renewal processes

At the forefront of any decisions made within the registration, pre-registration and
renewal processes should be the following:

e protection of the public; and

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

All actions taken under this guidance should be proportionate to the level of risk and
the nature of the information available.

1.2 Panel involvement and decision making

In some cases, the Operations Team may seek input from an individual Registration
and Conduct Panel Member to support decision-making. This may be appropriate
where:

e there is uncertainty about whether eligibility criteria are met; or

e professional input is required to interpret experience or practice context.

This consultation does not constitute a panel decision. The final decision remains
with the Operations Team unless the matter is formally referred to an Application
Panel.

A record of the advice provided and how it has informed the decision should be
maintained.

Where there is significant uncertainty or potential risk, the matter should be referred
to an Application Panel rather than relying solely on individual consultation.

Different types of Panels may be formed throughout the Registration, Pre-
Registration and renewal processes:
e An Application Panel reviews information relating to applicants’ eligibility and
any identified risks associated with their practise.
e An Appeal Panel will hear an appeal against Registration, Pre-Registration
and renewal decisions.
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1.3 Composition of panels

All panels will comprise of three Registration and Conduct Panel Members without
prior involvement with the case. A Registered Case Manager will chair the panel
which will include a layperson. A layperson is someone who isn't eligible to become
a registered case manager and wouldn't have been at any previous point.

When a panel is required, the Operations Team will contact potential panel
members. Panels are formed on a case by case basis where required, a panel
member who has provided advice through consultation would not be appointed to a
panel considering the same matter. Before being appointed to a panel, the
Operations Team will remind panel members to declare any potential conflicts of
interest in relation to the case in line with the Conflicts of Interest Policy.

The panel may appoint external experts to advise them if required. Where there is a
cost, a request to appoint external experts will be initially considered by the IRCM
Chair of the Board of Directors in line with the Scheme of Delegation.

2.0 Review of applications and renewals

The Operations Team will review all applications and renewals for the Register of
Case Managers and the Pre-Registrant Pathway. They may, at their discretion,
contact the applicant with any queries such as missing or unclear information.

Routine approvals are processed by the Operations Team where no concerns are
identified.

2.1 Initial Registration and Pre-Registration Applications

Where the information provided indicates that the eligibility criteria are met and no
concerns are identified, individuals should be added to the Register of Case
Managers or Pre-Registrant Pathway within 15 working days of receipt of an
application. The Operations Team will notify applicants of the outcome of their
application.

The Operations Team will conduct a series of checks in relation to applications,
including but not limited to the following:

¢ verifying that the identification submitted matches the applicant’s legal name
and date of birth;
verifying home address against official documentation;
confirming registrations disclosed and any related investigations;
reviewing any sanctions or restrictions on other registrations;
reviewing declarations to identify any potential fitness to practise or
professional conduct concerns, which may be referred to a panel for
consideration;
e assessing whether eligibility requirements are met;
e valid supporting documents have been provided;
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e reviewing information about the applicant provided on the application,
associated documents and links and potentially information in the public
domain to ensure it does not breach IRCM policies and guidelines;

e confirming whether an earlier registration with IRCM has lapsed and where
applicable whether the requirements for readmission are met;

2.1.1 Renewal Applications

Where the information provided indicates that the eligibility criteria are met and no
concerns are identified, individuals will remain on the Register of Case Managers or
Pre-Registrant Pathway. The Operations Team will notify applicants of the outcome
of their renewal.

The Operations Team will conduct a series of checks in relation to renewals,
including but not limited to the following:

e reviewing and confirming information about new registrations and de-
registrations;

e reviewing any sanctions or restrictions on other registrations;

e reviewing declarations to identify any potential fitness to practise or
professional conduct concerns, which may be referred to a panel for
consideration;

e assessing whether eligibility requirements are still met;

e reviewing information about the applicant provided on the application and in
the public domain to ensure it does not breach IRCM policies and guidelines;

e confirming whether an earlier registration has lapsed and where applicable
whether the requirements for readmission are met;

2.2 Where applicants appear to be ineligible

Where an application does not clearly demonstrate that the eligibility criteria are met
the Operations Team may at their discretion contact the applicant to request further
information or clarification before a decision is made.

A decision will usually be made no later than 20 working days following receipt of the
additional information.

The Operations Team may also seek input from a Registration and Conduct Panel
Member where there is uncertainty as to whether the eligibility criteria are met, for
example, where it is unclear whether the applicant’s roles meets the appropriate
definitions of a case manager or case manager in training (see the Registration and
Renewal Policy Annex 2).

Where it is felt an Applicant to the Register may be eligible for the Pre-Registrant
Pathway or vice versa, this may be discussed with the Applicant to see if they wish
to withdraw their current application at this time. Otherwise, where, following review,
the applicant does not appear to meet the eligibility criteria, the application must be
rejected.
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Where an application is rejected on the basis that the eligibility criteria are not met,
the reason(s) for the decision should be clearly set out along with information on the
right of appeal.

2.3 Where experience was gained outside of the UK

Where an applicant has gained some or all of their case management experience
outside of the UK the experience will need to be assessed for UK equivalence.

For applications to join the Register of Case Managers, this assessment will
determine whether the experience meets the eligibility criteria.

For applications to join the Pre-Registrant Pathway, this assessment is used to
inform an understanding of the applicant’s experience and progression towards
meeting the eligibility criteria for the Register of Case Managers, but does not form
part of the eligibility requirements for entry to the Pathway. Applicants to the Pre-
Registrant Pathway must be practising in the UK in accordance with the eligibility
requirements set out in the Registration and Renewal Policy.

Further information may be requested from the applicant where required.

Where there is uncertainty as to how the experience should be interpreted, the
Operations Team may seek input from a Registration and Conduct Panel Member or
refer the matter to an Application Panel for consideration.

Where an Application Panel is convened it will take place within 45 working days of
the application being made. The panel will undertake a paper-based review of the
application and will determine whether the experience meets the eligibility criteria for
the Register of Case Managers.

The decision made by the panel will be considered in future determinations about
experience gained in the named country.

Where an application for Registration on the Register of Case Managers is rejected,
the reason(s) for the decision will be set out along with information on the right of
appeal. Where the panel determines that the experience meets the eligibility criteria,
the application will proceed to further review in accordance with this guidance.

2.4 Risks identified during application or renewal

During the assessment of an application or renewal, potential risks to the public may
be identified. The following may indicate a risk (this list is not exhaustive).

e an adverse determination or current investigation by a regulatory or
professional body;
unspent convictions or cautions;
successful or in-progress insurance claims against practice;
employment related disciplinary sanctions in relation to practice;
a concern raised about the case manager.
misleading claims about case management, services' effectiveness and scope
of practice (see Publicity and Marketing Guidance);
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e other matters that may have an adverse impact on fitness to practise.

Where a potential risk is identified, the Operations Team will:
e notify the Safeguarding Team where there is a safeguarding concern to
consider whether a referral to statutory services is required;
e request further information or clarification where necessary; and
e prepare a case pack where the matter requires escalation.

3.0 Preparing a concern for the Application Panel

Matters involving potential risk to the public or significant uncertainty regarding
eligibility should be referred to an Application Panel. Consultation with a panel
member should not replace formal panel consideration in such cases.

Where a concern has been identified, a case pack will be produced for the

Application Panel. The case pack will include, where relevant:

the current application or renewal;

any historic applications and renewals;

the assessment undertaken by the Operations Team;

any advice or input obtained through consultation with a Registration and

Conduct Panel member;

e information gathered from relevant sources, including internal records and
publicly available information, for example regulatory decisions or fithess to
practise history;

e any actions taken by the safeguarding team.

3.1 Consideration and decision making by the Application Panel

In order to inform its decision making, the Application Panel may request further
information from the applicant where required. This may include but is not limited to:
* information and statements from third parties;
» information from the applicant’s supervisor or employer;
* relevant health or occupational information where this is necessary to assess
fitness to practise or professional conduct.

Any request for information must be proportionate and relevant to the matter under
consideration. Where appropriate, informed consent must be obtained in accordance
with applicable legal and data protection requirements.

3.2 Administrative process and outcomes

Where an Application Panel is convened it will conduct a paper-based review of the
information available and where appropriate assess any identified risks using the risk
matrix in Annex 4 of the Registration, and Renewal Policy.

Following its review, the panel will:

e determine that the application should be accepted; or
¢ determine that the application should be rejected.
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Where significant risks are identified, IRCM may share relevant information with
appropriate third parties in accordance with the Registration and Renewal Policy.
This may include law enforcement, statutory regulators, authorities, PSA accredited
registers and other registers relevant to health and social care practice.

Information sharing will be proportionate and may relate to risks including, but not
limited to:

« safeguarding concerns;

e conduct concerns;

« data protection or confidentiality breaches.

The Panel’s decision must be clearly documented, including the reasons for the
decision. Where an application is rejected, the applicant must be provided with clear
reasons and information on the right of appeal.

The Operations Team will notify the applicant of the outcome and ensure that an
appropriate record of the panel’s decision is securely filed in accordance with IRCM
policies. Records of decisions, supporting information, and any consultation
undertaken must be maintained in sufficient detail to demonstrate how decisions
have been reached.

4.0 Appeals against a decision

Applicants have the right of appeal where an application for Registration or Pre-
Registration is rejected, or where a renewal application is declined. 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.

New evidence is defined as any evidence that was not available to the applicant
during the original application or renewal process and is relevant to the decision
made.

When considering an appeal, the Application Appeal Panel will:
e determine whether the grounds for appeal have been met;
e consider the relevance of any new evidence;
e determine whether to uphold or overturn the original decision.

4.1 Preparing for an Application Appeal Panel

Where an appeal is received, an Application Appeal Panel will be convened by the
Operations Team. The panel will be provided with a case pack, which will include all
relevant information from the original decision and the stated grounds for appeal.

The panel will normally undertake a paper-based review of the appeal. Where

appropriate, it may request further information from the appellant or invite them to
provide additional clarification.
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The Application Appeal Panel will consider:
1. whether the grounds for appeal have been met and if so;
i.for applications deemed ineligible, whether they meet the eligibility criteria;
or
ii.for applications rejected as a result of the administrative process, the
outcome of a new risk assessment conducted by the panel in line with
annex 4 of the Registration and Renewal Policy.

In reaching its decision the panel may:
e approve the application
e uphold the original decision;
e uphold the original decision and set or uphold any restrictions on the right to
make further applications or timescales within which one may not be made.

The Appeal Panel should not be afraid to change a previous decision if it becomes
apparent that it was not soundly based — such action does not undermine authority
but rather makes clear the independent nature of the appeal.

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.

4.2 Actions following an Application Appeal Panel

The Appeal Panel must ensure that its decision is clearly documented, with reasons
set out in clear and unambiguous language.

The Operations Team will notify the applicant of the outcome of the appeal in writing
and ensure that an appropriate record of the appeal and the panel’s decision is
securely maintained in accordance with IRCM policies.

Version Date Amendments
1 20/03/2025
2 17/06/2026 Updated to incorporate pre-

registration and renewal
processes alongside registration.
Clarification of application review,
renewal review, and escalation
processes, including the role of
panel member consultation and
panel decision-making. Revisions
to appeals process to include
renewal decisions. General
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updates to improve clarity,
consistency, and alignment with
the Registration and Renewal

Policies.

Review date: June 2027
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