
Professional Registration
and Qualifications



Fully completed Application 
Form Received

Any relevant professional 
qualification certificates 

(i.e. original copies of NVQs, 
Degrees, Diplomas) 
obtained and cross 

referenced against CV and 
Professional Registration 

documents (where 
applicable).

Interview form completed 
to confirm candidate met 

face to face, including 
location, date of interview, 

questions asked and 
answers, English 

competency assessment, 
name and signature of 

interviewer and 
name/signature of 

interviewee

Educational Bodies 
contacted to confirm 

candidate professional 
qualifications held.

No concerns raised.

Unable to confirm 
qualification.

Concerns over authenticity 
of the documents provided
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Candidate interviewed by 
HR Team

Qualification certificates not 
available.

Professional Registration 
checked to confirm 

candidate hold relevant 
qualification (i.e. NMC, 
GMC, GDC, HCPC). For 

unregulated practitioners, 
this includes checked with 
the Professional Standards 

Authority (PSA).

Application process 
stopped.

Raised to the education 
body and regulatory body  

or where checks reveal 
substantial misdirection to 

the NHS Counter Fraud 
Authority.

Documents are stamped as 
original seen, with “original 

seen” wording, date in 
dd/mm/yyyy format and 

the name/legible signature 
of the individual who has 

done the check.

Documents uploaded to our recruiter 
system, [insert recruiter system name].
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Fully completed Application 
Form Received. 

Candidate provides 
professional registration 
number and consent for 

Nova Healthcare Services 
Ltd in order to check their 
registration and fitness to 

practice.
Candidate confirms if they 
have had any previous or 

ongoing restrictions, 
suspensions or has been 

removed from their 
professional register.

YesNo

Candidate undergoes 
interview with Compliance 

Nurse Interview form 
completed to confirm 

candidate met face to face, 
including location, date of 
interview, questions asked 

and answers, English 
competency assessment, 

name and signature of 
interviewer and 

name/signature of 
interviewee.

Nova Healthcare Services 
Ltd completes online 

professional registration 
checks and HPANs in order 

to confirm whether 
candidate has current 

professional registration 
and if there are any 
restrictions/notices

No Restrictions/alert 
notices/concerns identified

Restrictions/alert 
notices/concerns 

identified

Risk Assessment 
undertaken by Compliance 

Nurse

Confirmed able to 
proceed

Confirmed unable 
to proceed

Application Process finished

Any original certification verified as “original seen”, 
including “original seen” wording, date in 

dd/mm/yyyy format and name/legible signature of 
the individual who has done the check

[insert recruiter system] updated with professional 
registration details, including alerts for the recruiter 

for Participating Authority sign-off and ongoing 
checks of professional registration every 4 

weeks/monthly.

Secondary 
risk 

assessment

Confirmed able to 
proceed


