Email registration@hcpc-uk.org
Tel +44 (0)300 500 4472

Checklist: Avoid having your application for readmission returned as incomplete
All applicants
Include certified* copies of your proof of your identity and proof of address documents
Include certified* proof of any name change with your application
If the name you wish to use on the HCPC Register differs from the name you qualified in or the name of
your identification documents, you will need to provide a certified copy of your name change document
(e.g. marriage certificate / deed poll)
*For information on certification, please see the relevant page of the guidance notes. Please note, all
signatures must be dated within the last six months.
If you have not been registered for two years or more
Undertake a period of updating your skills and knowledge
Complete the relevant return to practice forms and enclosed them with your application
If you have not been registered for two years or more, you will need to undertake a period of updating
your skills and knowledge before you can become registered. In addition to a readmission application
form, you must complete the relevant return to practice forms.
If you answered ‘yes’ to any question in Section 3 (health and character declaration)
Complete the ‘additional information’ section in Section 3 (health and character self declarations)
Provide additional information alongside your information
Please note, applications with this additional information will take longer to be processed. For more
information on answering these questions, and next steps in the process, please refer to the health and
character section of our website.
If you have practised outside of the UK
Complete Section 4 (practice outside the United Kingdom)
Provide additional information alongside your information
Please note, if you have not been registered for more than two years and you have practised your profession
outside of the UK, we will need to verify your employment history for the last 2 years, and your registration (if
your profession is regulated outside the UK). We won t be able to finalise your registration until we have a
satisfactory response from your employer and regulatory body (if appropriate).
We’ll verify your employment history by contacting your employment references via email, so please ensure
you have provided an email address for these contacts in the relevant section. We can verify your
professional registration (if appropriate) either by checking your entry on a public Register, by
contacting the regulator by email.
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I About this guidance
Applying through the readmission application process
The readmission application form is for those who have previously been registered with the HCPC, the Health
Professions Council (HPC) or our predecessor the Council for Professions Supplementary to Medicine (CPSM).
Returners to practice
If you have not been registered for two years or more, you will need to undertake a period of updating of your skills
and knowledge before you can become registered. As well as the main application form, you must also complete
the relevant return to practice forms which can be found on our website at: www.hcpc-uk.org/apply
General information on completing the forms
To make sure we can process your form, please complete it in black ink and block capitals. Please mark boxes with a
cross. If you run out of space please continue on a separate piece of paper. You must answer all the questions as fully
as possible.
Please do not send us original documents as your application will be destroyed once it has been
processed. Instead, please send certified copies of documents.
Sending us your application
Please send us your application when you are ready to start practising your profession and / or using the protected
title (s). Applications cannot be considered unless all the required documents are included. All incomplete
applications will be returned. If you cannot be registered and you have already provided a registration fee payment,
this will be refunded.
It is advisable to take a photocopy of your application for your records. It is also advisable to send your form to us by
a secure method of delivery.
What happens next?
Applications are usually processed within ten working days but this time may vary depending on the volume of
applications received. Please also note, if we need to carry out verification checks on your qualifications, previous
employment or any other aspect of your application it may take considerably longer. Once we have processed your
application our online Register is immediately updated. It is the best way for you to check you are registered and for
your employer to verify your registration status. The Register can be viewed on our website at www .hcpc-uk.org
Contact us
If you cannot find the answer to your query in these guidance notes please contact us. Please see page one for our
contact details.
Certified documents
In the section below, we explain which documents you need to send with your application. We ask that you
send us copies that have been certified to ensure that they are genuine and not forged. When we say
‘certified copy’, this means a photocopy or scan of the original that has been signed by someone who can
verify this (see below). All signatures must be dated within the last 6 months.
If your documents aren’t certified, we’ll contact you to request replacements. This will extend the processing
time of your application.
Who can certify your documents
The person certifying your documents must be a person of standing in the community (see below), who is
not:
• related to you
• living at the same address as you
• in a relationship with you
• your patient or employee
As long as they meet all of the other requirements for someone certifying documents, the person certifying
your documents may be your employer.
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Most individuals who hold positions of professional responsibility are considered a person of standing. Examples include:
•
•
•
•
•
•
•
•

Registered health and care professionals
Professionals such as lawyers, solicitors, accountants and notaries
Teachers and lecturers
Bank managers, investment managers, stockbrokers
Officers in the British Armed Forces
Justices of the Peace, consular officers or other judicial officials
Religious officials such as ministers of the Church of England, rabbis, imams and others
Members of Parliament

How to certify your document
1. Take a photocopy of your original document, or scan and
print it (this is to preserve and protect the original)
2. Show the original document to the person who is certifying it
3. Ask the person certifying the document to write on the
copy with the following:
a. The statement "I certify that this is a true copy of the
original document seen by me”
b. Their signature and the date
c. Their name, professional title and contact details
4. Send this copy to us with your application (within six months)
A certified document must show the hand-written certification text. This must be provided on each individual copy (we
cannot accept batch certifications).
For any documents that are not in English, you will also need to provide a certified copy of an official translation.
Verifying your identity
We ask all applicants to provide us with a legible certified photocopy of:
• a document containing your photograph; and
• a document proving your current address.
Documents you may consider sending us include:
• current signed full passport;
• national identification card and / or other valid documentation relating to immigration status and
permission to work in the UK;
• current UK photo card driving licence
• current benefit book or card or original notification letter from the Department for Work and Pensions
(DWP) confirming right to benefit;
• recent HMRC tax notification;
• marriage / civil partnership certificate;
• confirmation from an Electoral Register*;
• recent utility bill*;
• local authority tax bill (valid for the current year);
• bank, building society or credit union statement or passbook containing current address*;
• recent mortgate statement from a recognised lender*;
• current local council rent card or tenancy agreement.
* If these documents are submitted, the date should be within the last six months. If you are sending a bank or building society or credit
union statement please black out the account number and sort code details.

If you cannot provide photographic documentation
If you are unable to provide photographic documentation, you should provide us with a passport sized
photograph of yourself. This should be endorsed on the back with the signature of a person of standing in the
community who has known you for at least three years. The photograph should be accompanied by a signed
statement from that person, indicating the period of time that you have been known to them.
They should also provide us with their contact details. Please refer to Certified Documents for a list of acceptable
people.
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Translation of documents
If you submit documents that are not in English, you must also provide us with certified English translations. If
you are applying from abroad, the British Embassy, Consulate or High Commission may be able to help you
find a translator. In the UK, your own Embassy, Consulate or High Commission may be able to help.
Please note
• All application forms are the property of HCPC and should be returned to us.
• Please read the checklist carefully and provide all the appropriate items / documents.
• Please make sure your contact details are kept up to date.
• The character reference and the declaration of information must be dated within six months of the date your
application is received by HCPC.
• We process applications for registration and tell you the decision as quickly as possible. Please do not
make any arrangements or incur any expenses which depend upon the approval of your application with us.
We will not accept liability for any loss or expenses incurred as a result of the above.
• It is illegal to use a protected title unless you are registered with us. It is illegal to claim you are registered
with the HCPC when you are not.

I Outcomes of an application
Incomplete applications
If your application is incomplete we will return it and ask you to resubmit it. Please do not send
individual documents separate from your application as these will be returned to you. We will use the
information you provide for a number of purposes. This can include contacting organisations and
individuals named in your application, including professional bodi es, universities, places of work and
referees.
Successful applications
If your application is successful, we will:
• put your name on the Register:
• send you an email on the day we register you

With your name on our Register you will be able to practise using the relevant title(s) of your profession.
The publicly available Register shows:
• name;
• registration number;
• profession of registrant;
• duration of current registration;
• approximate geographical area in which the registrant practises (eg Guildford - not full address);
• registration status; and
• annotation (if applicable)
Rejected applications
Your application may be rejected if we believe you do not meet our standards of proficiency or our
health and character requirements. Please note your application can only be assessed based on the
information you provide with your form. If your application is rejected you can appeal against the
decision. You may also reapply, submitting a new form, supporting documents and registration fee.

If you appeal, you will need to provide the grounds for your appeal (i.e. why you believe that the
decision taken is wrong) and follow the appeals procedure.
The appeals process
If your application is rejected you have 28 days following the date of the letter rejecting your application
to write to us setting out concise grounds of appeal against the decision. We will then provide you with
further information on the appeals process.

