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KEY WORDS 
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1. INTRODUCTION AND OVERVIEW 
1.1 The Health and Social Care Act 2008 (Regulated Activities) Regulations 2014 place a duty 

on all NHS providers not to appoint an individual as a Director, or performing the “functions 
of, or functions equivalent or similar to the functions of a Director”, or allow a person to 
continue in the role, if they do not meet, or cease to meet, the requirements as set out in 
the Regulations in relation to the Fit and Proper Persons Requirement (FPPR). 
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1.2 This policy sets out the arrangements in UHL for ensuring that all Director/Very Senior 
Management (VSM) appointments (as defined in 2.1) are compliant with the requirements 
of the ‘Fit and Proper Person Test’. 
 

2. POLICY SCOPE 

2.1 This policy applies to Directors and people performing, “the functions of, or functions 
equivalent or similar to the functions” of a Director. For the purposes of this policy the 
positions within the Trust, the following are within the scope of this policy:  
 Non-Executive Directors (including the Chair)  
 Executive Directors (including the Chief Executive)  
 Any other position designated by the Chair or Chief Executive as being a role that 

performs a function of, or functions equivalent to those of a Director. For the avoidance 
of doubt, this includes all Director / Very Senior Management level appointments with 
or without a requirement for regular Trust Board attendance.  
 

2.2 Where temporary or interim Directors are in place, assurance will be required from the 
providing organisation/agency that the FPPR Test has been completed in line with best 
practice. Where procured directly, contractual arrangements with the individual should 
include a stipulation to demonstrate they meet the requirements. 

3.  DEFINITIONS AND ABBREVIATIONS 
 

3.1 Care Quality Commission: (CQC): The regulator for health and social care services in 
England.  

 
3.2 Disclosure & Barring Service (DBS): In January 2018 the CQC issued revised guidance 

for providers and CQC inspectors in respect of Regulation 5 of the 2014 Regulations. 
Specifically the CQC has made a minor change to its guidance to make it explicit that they 
expect providers to undertake an “enhanced DBS check for directors to check that they are 
not on the children’s and / or safeguarding barred list where they meet the eligibility 
criteria”. Directors are eligible for such an enhanced DBS check if the role that they take 
falls within the definition of a “regulated activity” as defined by the Safeguarding Vulnerable 
Groups Act 2006. 

3.2.1  University Hospitals of Leicester have interpreted this as follows: a) the Chair will require an 
enhanced DBS check, as they are line management responsibility for the Chief Executive, 
who is directly responsible for carrying out a regulated activity;  

 b) All Executive Directors will require an enhanced DBS check, as they are either: 
 i) a registered healthcare professional, or  
 ii) directly responsible for managing individuals who are carrying out a regulated activity;  

c) Only those Non-Executive Directors appointed to a clinical role will require an enhanced 
DBS check; and  
d) All other employees subject to a Fit and Proper Persons Test will be subject to a 
standard DBS check, unless they are required to have an enhanced DBS because (i) they 
carry out a ‘regulated activity’ or (ii) they hold healthcare professional registration as part of 
their duties. 
 

3.3 Fit and Proper Persons Requirement for Directors (FPPR): Aims to ensure that 
registered providers have individuals who are fit and proper to carry out the important role 
of Director to make sure that providers meet the existing requirements of the Health & 
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Social Care Act 2008 (Regulated Activities) Regulations 2014.  
3.3.1 Regulation 5 of the Health & Social Care Act 2008 (Regulated Activities) Regulation 2014 

sets out the criteria that a Director must meet on appointment, and on an ongoing basis:  
• Be of good character  
• Have the qualifications, competence, skills and experience necessary for the 

relevant office or position or the work for which they are employed  
• Be able, by reason of their health, after reasonable adjustments are made, of 

properly performing tasks which are intrinsic to the office or position for which they 
are appointed or to the work for which they are employed  

• Not have been responsible for, been privy to, contributed to of facilitated any serious 
misconduct or mismanagement (whether unlawful or not) in the course of carrying 
on a regulated activity (or providing a service elsewhere which if provided in England 
would be a regulated activity)  

• Not be ‘unfit’ by reason of matters set out below.  
 

3.3.2 The ‘Unfit Person test’ and considerations relating to ‘Good Character’ 
Schedule 4 of the Health & Social Care Act 2008 (Regulated Activities) Regulations 2014 
describes the unfit person test (part 1) and matters to be considered relating to ‘good 
character’ (part 2). Its purpose is to ensure that the Trust is not managed or controlled by 
individuals who present an unacceptable risk to the organisation or to patients.  
Under Schedule 4, Part 1, a Director is deemed unfit if:  

• The person is an undischarged bankrupt or a person whose estate has had 
sequestration awarded in respect of it and who has not been discharged;  

• The person is the subject of a bankruptcy restrictions order or an interim bankruptcy 
restrictions order or an order to like effect made in Scotland or Northern Ireland;  

• The person is a person to whom a moratorium period applies under a debt relief 
order, which applies under part VIIA (debt relief orders) of the Insolvency Act 
1986(1);  

• The person has made a composition or arrangement with, or granted a trust deed 
for, creditors and not been discharged in respect of it;  

• The person is included in the children’s barred list or the adults’ barred list 
maintained under Section 2 of the Safeguarding Vulnerable Groups Act 2006, or in 
any corresponding list maintained under an equivalent enactment in force in 
Scotland or Northern Ireland;  

• The person is prohibited from holding the relevant office or position, or in the case of 
an individual from carrying on the regulated activity, by or under any enactment.  
 

3.3.3 In determining whether an individual is of good character, consideration will be given to 
Schedule 4, Part 2:  

• Whether the person has been convicted in the United Kingdom of any offence or 
been convicted elsewhere of any offence which, if committed in any part of the 
United Kingdom, would constitute an offence; and / or  

• Whether the person has been erased, removed or struck off a register of 
professionals maintained by a regulator of health or social care work professionals.  

 
3.3.4 The document Regulation 5: Fit and proper persons: Directors released by the CQC in 2018 
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https://www.cqc.org.uk/sites/default/files/20180119_FPPR_guidance.pdfhttps:/www.cqc.org
.uk/sites/default/files/20180119_FPPR_guidance.pdf provides additional guidance to help 
providers interpret and implement the regulation. This guidance is taken into account by the 
Trust in reviewing an individual’s compliance with the Fit and Proper Persons Requirement. 
The document outlines:  

• Definitions of misconduct and mismanagement and when proven misconduct or 
mismanagement should be assessed as ‘serious’  

• Factors to consider around concerns regarding serious misconduct or 
mismanagement  

• Features that would normally be associated with ‘good character’ and factors to 
consider when assessing ‘good character’ 

• To undertake, “an enhanced DBS check for Directors to check that they are not on 
the children’s and / or safeguarding barred list where they meet the eligibility 
criteria.”  

3.4 Very Senior Manager (VSM) 
These arrangements cover the following staff:  

• Chief executives  
• Executive directors, with the exception of those who are eligible to be on the 

Consultant Contract by virtue of their qualification and the requirements of 
the post 

• Other senior managers with Board level responsibility who report directly to 
the chief executive – referred to in this document as ‘other second level very 
senior managers’ 

 

4. ROLES 
 

4.1 Chair  
4.1.1 The Chair of the Trust has overall responsibility for discharging the requirement placed on 

the Trust to ensure that all Directors / VSM’s satisfy the Fit and Proper Persons 
Requirement. 

 
4.2 Chief People Officer 
4.2.1 The Chief People Officer is the named Executive Lead with delegated overall responsibility 

for compliance with the FPPR and is responsible for ensuring that the fitness of all new and 
existing Directors / VSM’s has been assessed in line with the FPPR Test on appointment 
and on an on-going annual basis and to provide an annual declaration to the People and 
Culture Committee. 

 
4.2.2 The Chief People Officer, in conjunction with the Chair and the Remuneration Committee 

will also ensure immediate action in the event of non-compliance of the procedure by any 
qualifying post holder. 

 
4.3 Recruitment Services are responsible for: 

 Undertaking all pre-employment checks (including the component parts of the FPPR 
Test) for Directors / VSM’s and providing evidence to demonstrate assurance;  

 Ensuring the results of the FPPR Test undertaken on appointment are recorded within 

https://www.cqc.org.uk/sites/default/files/20180119_FPPR_guidance.pdfhttps:/www.cqc.org.uk/sites/default/files/20180119_FPPR_guidance.pdf
https://www.cqc.org.uk/sites/default/files/20180119_FPPR_guidance.pdfhttps:/www.cqc.org.uk/sites/default/files/20180119_FPPR_guidance.pdf
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an individual’s personal file;  

 Ensuring any recruitment agencies/executive search companies involved in the 
recruitment process understand their responsibilities and comply with the requirements 
of this policy, i.e. all necessary pre-employment checks (including FPPR) have been 
undertaken and evidence to demonstrate assurance is made available for inspection 
and retention by the Trust. 

4.4 Chief People Officer’s Executive Assistant is responsible for: 

 Undertaking all annual FPPR Test checks for Directors / VSM’s and providing evidence 
to demonstrate assurance;  

 Ensuring the results of the FPPR Test undertaken on an annual basis are recorded 
within an individual’s file held for CQC Inspections (Appendix D and E);  

4.5 Directors / Very Senior Managers 
4.5.1 Director level / VSM post holders must ensure they comply with and continue to comply with 

the requirement of the Fit and Proper Persons Requirement Test and this policy. They have 
responsibility for: 

 Continuing to meet the requirements of being a Fit and Proper Person; 

 Giving their consent to the pre-employment checks described in Appendix C. 

 Confirming that they are a Fit and Proper Person on appointment and thereafter on an 
annual basis (by signing the declaration provided in Appendix B)  

 Immediately bringing to the attention of the Chief People Officer / Trust Chair or 
nominated deputy any circumstances where they may not continue to meet the 
requirements of being a Fit and Proper Person. 

 

5. RECRUITMENT COMPLIANCE 
 
5.1 The Trust has robust processes in place with regard to recruitment to posts within the 

scope of this policy. The recruitment checks undertaken are shown at Appendix C. 
 
5.2 All appointments will be subject to the individual satisfactorily meeting the ‘Fit and Proper 

Persons Requirement’ prior to confirmation of offer of employment/office. An agreed sign-
off process with all relevant checks (Appendix C) will be carried out prior to final checking 
by the Chief People Officer / Trust Chair or nominated deputy and conditional offer. This will 
include completion, by the individual, of a self-declaration (Appendix B). All offers must be 
conditional on meeting the statutory requirements.  

 
5.3 Where a senior level post or interim is sourced by an agency or executive search company, 

the agency will be made aware of the Trust’s FPPR process and must confirm that they 
have undertaken the necessary checks; compliance will be confirmed by the Trust. 

 

6. EXISTING DIRECTORS / VSM’S: CONTINUED COMPLIANCE 
 

6.1 The Trust is responsible for ensuring the continued ‘fitness’ of those persons to whom the 
FPPR apply. This requirement is fulfilled through an annual review including a number of 
processes shown within Appendix D: 
 The completion of an annual self-declaration (Appendix B) by individuals 
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within the scope of the procedure; 

 Annual checks against the disqualified Directors register, the bankruptcy and 
insolvency register, the removed charity trustees register and relevant professional 
registers, web search results (including google, social media and news searches) 
undertaken by the Executive Assistant to the Chief People Officer; 

 Formal appraisal processes addressing the Fit and Proper Persons Requirements; 

 Maintenance of the register of declared interests. 

The Chief People Officer / Chair or nominated deputy will review and sign (Appendix D and 
E) to confirm that the annual checks have been completed and that the person continues to 
meet the Fit and Proper Persons Requirement.  

 
6.2 Circumstances may arise where concerns are raised about the Fit and Proper Persons 

Requirement status of an individual, either by self-notification, or as a result of concerns 
raised by a third party. 

 
6.3 If an individual is deemed to no longer meet the Fit and Proper Persons Requirement 

(either through the annual review process, or via the circumstances described in 6.2 
above), the Chief People Officer / Chair or nominated deputy will be notified and is 
responsible for making an informed decision regarding the course of action to be followed. 

 
6.4 The Trust may suspend individuals during investigations into whether the requirements are 

met or, if at any stage, the Trust becomes aware of information which may mean an 
individual is not a fit and proper person and/or there is a requirement to minimise the risk to 
people who use the services.  

 
6.5 Should there be sufficient evidence to support a conclusion that the individual is not or is no 

longer able to meet the Fit and Proper Persons Requirement, then the Trust shall take such 
action that is necessary and proportionate to ensure that the office or position in question is 
held by an individual who meets such requirements.  

 
6.6 Any failure by an affected individual to co-operate with such an investigation without an 

acceptable (as defined by the Trust Chair/ Chief People Officer) explanation, will result in 
suspension without pay/payment of fee until the matter is concluded.  

 
6.7 The Trust will not permit any individual who is an ‘unfit person’ to continue as a Director / 

VSM post holder. 
 
7. EDUCATION & TRAINING 

Recruitment Services will provide Information to newly appointed Directors / VSM’s around the 
declarations to be made. The Chief People Officer’s Executive Assistant will contact each 
Director/VSM annually to ensure that they have completed the relevant declarations. 
 

8. PROCESS FOR MONITORING COMPLIANCE 

The audit criteria for this policy and the process to be used for monitoring compliance are given in 
the table below: 
 

 

Element to be 
monitored 

Lead Tool Frequency Reporting arrangements 
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Ensuring Pre- 
Employment 
Checks are 
carried out 
according to 
NHS 
Employment 
Check 
Standards and 
FPPR Test 

Resourcing 
Lead 

Personal 
Files, TRAC  
 and ESR 
where 
applicable 

Quarterly Quarterly Audit carried out 
by the Resourcing 
Manager. These will be 
logged. 

Annual Fit 
and Proper 
Persons 
Requirements 
Declarations 
completed by 
existing 
Directors / 
VSM’s & 
annual review 
of compliance 
/ audit of 
personal files. 

Chief People 
Officer & 
Chief People 
Officer 
Executive 
Asst 

Annual 
Review of 
Compliance / 
Audit of 
Personal 
Files 

Annually  Annual Report to People 
and Culture Committee 

 

9.  EQUALITY IMPACT ASSESSMENT 

The Trust recognises the diversity of the local community it serves. Our aim therefore is to provide 
a safe environment free from discrimination and treat all individuals fairly with dignity and 
appropriately according to their needs. 
As part of its development, this policy and its impact on equality have been reviewed and no 
detriment was identified. 

 
10.  SUPPORTING REFERENCES, EVIDENCE BASE AND RELATED POLICIES 

This policy has been written in line with and in accordance with the requirements of the following:  

KEY UHL POLICIES: 
• Disclosure and Barring Policy (B2/2006) 

 
• Recruitment and Selection Policy (B43/2009) 

 
• Disciplinary Policy (A6/2004) 

 
• Freedom to Speak Up – Raising Concerns (Whistleblowing) Policy (A15/2001) 

 

NATIONAL GUIDANCE: 
• Fit and Proper Persons Regulations in the NHS – What do providers need to know? (NHS 

Providers).  
https://nhsproviders.org/fit-and-proper-persons-regulations-in-the-nhs 
 

• Fit and Proper Persons Requirement for Directors (NHS Employers). 
https://www.nhsemployers.org/articles/fit-and-proper-person-regulation-fppr 

https://nhsproviders.org/fit-and-proper-persons-regulations-in-the-nhs
https://www.nhsemployers.org/articles/fit-and-proper-person-regulation-fppr
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• CQC – Regulation 5: Fit and proper persons: directors (2018)  

https://www.cqc.org.uk/guidance-providers/regulations-enforcement/fit-proper-persons-
directors 
 

• The Health and Social Care Act (Regulated Activities) Regulations 2014  
https://www.legislation.gov.uk/ukdsi/2014/9780111117613/contents 
 

• NHS Employment Check Standards  
https://www.nhsemployers.org/topics-networks/employment-standards-and-regulation 
 

• Safeguarding Vulnerable Groups Act 2008  
https://www.legislation.gov.uk/ukpga/2006/47/contents 
 

• Insolvency Act 1986  
https://www.legislation.gov.uk/ukpga/1986/45/contents 
 

• Police Act 1997  
https://www.legislation.gov.uk/ukpga/1997/50/contents 
 

11.  PROCESS FOR VERSION CONTROL, DOCUMENT ARCHIVING AND REVIEW  

This document will be uploaded onto SharePoint and available for access by Staff through INSite. It 

will be stored and archived through this system.

https://www.cqc.org.uk/guidance-providers/regulations-enforcement/fit-proper-persons-directors
https://www.cqc.org.uk/guidance-providers/regulations-enforcement/fit-proper-persons-directors
https://www.legislation.gov.uk/ukdsi/2014/9780111117613/contents
https://www.nhsemployers.org/topics-networks/employment-standards-and-regulation
https://www.legislation.gov.uk/ukpga/2006/47/contents
https://www.legislation.gov.uk/ukpga/1986/45/contents
https://www.legislation.gov.uk/ukpga/1997/50/contents
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New Director/VSM Candidate  Existing Director/VSM 

Application and Interview 

Provisional Offer of employment 
including contract terms and conditions 

details 

The candidate 
undertakes Fit 
and Proper 
Persons Test: 
Supply Candidate 
with: 
 Self-Declaration 
Form 
 Dec A/B Form  
 DBS Application 
 Occupational 
health form 

Pre-Employment Checks: 
 SAR check 
 Identity check 
 Right to work in the UK 
 Qualification check (where relevant 
to the role) 
 Employment history with any gaps 
in employment explained  
 Reference checks to include 
confirmation of period of employment 
with the referee organisation, reasons 
for leaving their post 
 DBS check (standard or enhanced 
appropriate to role)  
 Declaration Form A or B 
 Occupational health clearance 
 Fit & Proper Person’s Declaration 
form assessed as meeting the 
requirements 
 Checks against the register of 
disqualified Directors, the bankruptcy / 
insolvency register and relevant 
professional register(s) 
 Web search of the individual. 

Have all the requirements been met? 

Concerns raised 
by a third party   

Annual Review 
 

To take into account: 
 Annual Appraisal; 
 Self-declaration form; 
 Checks against the 
register of disqualified 
Directors, the 
bankruptcy / insolvency 
register, the register of 
removed charities 
trustees and relevant 
professional register(s) 
 A web search of the 
individual. 

Trust to consider the annual 
review / investigate concerns 

No Yes 

Can this be reasonably resolved? Yes 
Chair confirms the fitness of all new 

and existing ‘Directors’ has been 
assessed in line with the regulations 

and on an annual basis No 

New 
Candidate 
Inform the 
current 
candidate of 
ineligibility and 
withdraw offer 

Existing 
Director/VSM 
Process that is 
appropriate to 
employment 
status 

Appeal 

Individual takes 
up or continues in 

current post  

Appendix A 
Fit and Proper Persons Requirement for Directors/VSM’s 



11  

Fit and Proper Person Requirements Directors /VSM’s Self-Declaration Form  
(Pre-Employment & Annual Declaration) 

 
UHL NHS Trust has a duty to ensure that those in Director level / VSM posts are of good character, and 
ensure an open and honest culture across all levels of the organisation. The “Fit and Proper Person” 
requirements are set out in the Health and Social Care Act 2008 (Regulated Activities) Regulations 2014.  

By signing the declaration below, you are confirming that you are a “fit and proper person” outlined 
below, that you do not fall within any of the categories outlined below and that you are not aware of 
any pending proceedings or matters which may call such a declaration into question in the future.  

The regulations require you are:  
a) of good character;  
b) have the necessary qualifications, competence, skills and experience; and  
c) are able by reason of your health, after reasonable adjustments are made, of properly 

performing tasks which are intrinsic to the office or position. 
 

In line with the requirements of Regulation 5 of the Health & Social Care Act 2008 (Regulated Activities) 
Regulation 2014 and UHL NHS Trust’s Fit and Proper Persons Policy, I hereby declare / confirm the 
following: 

 

I am of good character, including by reference to Schedule 4, Part 2 of the Health & Social 
Care Act 2008 (Regulated Activities) Regulations 2014 and the definitions within the CQC 
Guidance document https://www.cqc.org.uk/guidance-providers/regulations-
enforcement/fit-proper-persons-directors 
 

Yes No 

I have the qualifications, competence, skills and experience necessary for the relevant 
position  

Yes No 

I am able, after reasonable adjustments are made, of properly performing tasks which are 
intrinsic to the office or position for which I am appointed / employed. 

Yes No 

Have you been subject to a formal conduct or capability investigation in the 
preceding five years? 

Yes No 

Have you been responsible for, been privy to, contributed to or facilitated any serious 
misconduct any misconduct or mismanagement (whether unlawful or not) in the course 
of carrying on a regulated activity (or providing a service elsewhere which if provided in 
England would be a regulated activity)  

Yes No 

Have you been the subject of any of the following?-   

• Undischarged bankrupt or a person whose estate has had sequestration 
awarded in respect of it and who has not been discharged 

Yes No 

• Subject of a bankruptcy restrictions order or an interim bankruptcy restrictions 
order or an order to like effect made in Scotland or Northern Ireland 

Yes No 

• A moratorium period under a debt relief order applies under Part V11A 
(debt relief orders) of the Insolvency Act 1986 

Yes No 

• A composition or arrangement with, or granted a trust deed for, creditors and 
not been discharged in respect of it 

Yes No 

Appendix B 
 

https://www.cqc.org.uk/guidance-providers/regulations-enforcement/fit-proper-persons-directors
https://www.cqc.org.uk/guidance-providers/regulations-enforcement/fit-proper-persons-directors
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• Included in the children’s barred list or the adults’ barred list maintained under 
section 2 of the Safeguarding Vulnerable Groups Act 2006, or in any 
corresponding list maintained under an equivalent enactment in force in 
Scotland or Northern Ireland 

Yes No 

• Prohibited from holding the relevant office or position, or in the case of an 
individual from carrying on the regulated activity, by or under any enactment 

Yes No 

Have you been convicted in the United Kingdom of any offence or been convicted 
elsewhere of any offence which, if committed in any part of the United Kingdom, would 
constitute an offence? 

Yes No 
 

Have you been erased, removed or struck-off a register of professionals 
maintained by a regulator of health care or social work professionals? Yes No 

Have you ever been found not to be a fit and proper person for the purposes of Regulation 
5? 

Yes No 

 
I consent to the information provided in this declaration form being used by the Trust for the purpose 
of checking that I satisfy the Fit and Proper Persons Requirement.  
 
I understand and accept that if I knowingly withhold information, or provide false or misleading 
information, this may result in an investigation in accordance with relevant Trust processes and could 
lead to the termination of the appointment.  
 
I confirm the information I have provided above is correct and complete. In addition to completing this 
annual self-declaration, I also understand that it is a requirement that I make the Trust aware as soon 
as practicable of any incident or circumstances which may impact on my position and that I provide 
details to the Chief People Officer / Chair or nominated deputy (as relevant) so that this can be 
considered by the Trust.  
 
Signed by the Director / NED Level / VSM Post Holder: 
Name  Position  

Signed  Date  

 
Countersigned by Chief People Officer / Chair or nominated deputy: 
Name  Position  

Signed  Date  

 
Completed copy to be placed on the personal file 
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Appendix C 
Fit and Proper Person Requirements Directors / VSM Pre-Employment Checklist 

 
Name: Post Title: 

Address: Contact Details 

Email: 

Telephone: 
Standard Date 

 
Evidence 
Received/Comment 

Photocopy taken 
and Placed on 
Personal File 

 
Yes/No 

SARS Check 1 (shortlisting)   

Job Description & Specification*   

Application Form & Interview Notes/Scoring* 
Include Evidence of Values Based Questions 

  

Mandatory Questions - Signed   

Declaration Form Received A or B   

Conditional Offer Letter Sent – Include paragraph for 
FPPT* 

  

Completed Self-Declaration Non Confidential OH Form – 
Action any Concerns 

  

Confidential Immunisation and Screening Form Sent to 
OH 

  

IAT Request from Previous NHS Trust   

DBS Processed    

2 References Requested – Include FPPT Declaration 
Form* 

  

Gaps in Employment History Form Completed   

Conditional Signed Offer Letter Received*   
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Satisfactory Clearance Received   

Evidence of Right to Work in the UK   

Verification of Identity (photograph included)   

Confirmation of DBS Certificate Number, Date and 
Satisfactory Clearance 

  

Detailed review of Full Employment History Taken to 
Include Review of External Information as Necessary 
Comments: 

  

Minimum of Two References to Cover Satisfactory 
Evidence of Conduct/Performance/Capability* 
Must Include: Reason for Leaving Most Recent Position 
and completed paragraph for FPPT 

  

Satisfactory Original Documentary Evidence of 
Qualifications Checks 
Membership Body and Number (where applicable): 

  

Occupational Health Clearance including any Reasonable 
Adjustments Required 

  

Approval of Absences Declared in Non-Confidential 
Health Questionnaire 

  

Satisfactory Search of Disqualified Director’s Register 
(screen grab)* 
http://wck2.companieshouse.gov.uk//dirsec 

  

Satisfactory Search of Insolvency and Bankruptcy 
Register (screen grab)* 
https://www.insolvencydirect.bis.gov.uk/eiir/ 

  

Satisfactory Search of Removed Charity Trustee (screen 
grab)* 
https://apps.charitycommission.gov.uk/trusteeregister/s
earch.aspx?RegisteredCharityNumber=&CurrentLanguag
e=English&SubsidiaryNumber=&=DocType& 
 

  

Web search (including google, social media and news 
searches)* 

  

Self-Declarations of Fitness including Explanation of 
Past Conduct/Character Issues* 

  

http://wck2.companieshouse.gov.uk/dirsec
https://www.insolvencydirect.bis.gov.uk/eiir/
https://apps.charitycommission.gov.uk/trusteeregister/search.aspx?RegisteredCharityNumber=&CurrentLanguage=English&SubsidiaryNumber=&=DocType&
https://apps.charitycommission.gov.uk/trusteeregister/search.aspx?RegisteredCharityNumber=&CurrentLanguage=English&SubsidiaryNumber=&=DocType&
https://apps.charitycommission.gov.uk/trusteeregister/search.aspx?RegisteredCharityNumber=&CurrentLanguage=English&SubsidiaryNumber=&=DocType&
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Interdependence Declaration (NEDS only)*   

Contract of Employment including FPPR clauses   

Corporate/ Local Induction   

Recruitment Services File Sign-off Name: Signature: 

Date File Sent to Chief People Officer / Chair of 
Nominated Deputy: 

  

Fit and Proper Person Regulation Compliance Confirmed 
(Chief People Officer / Chair or Nominated Deputy) 
I confirm that the above checks have been undertaken 
and I am satisfied the individual named above is assessed 
to be a “fit and proper person” to continue in their 
appointed role. 
 

Name: Signature 

 
 

 
*undertaken by NHSE/I for NED pre-employment checks 
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Appendix D 
 

Fit and Proper Person Requirements Annual Checklist for Existing Directors / VSM’s 
 
Name of Director/VSM  
Position  
 
Annual Checklist for Existing Directors / VSM’s – New checks to be undertaken each year and recorded: 
 
Item Checked By & Date Any Relevant Info to Note 
Fit and Proper Persons Requirement self-declaration signed and 
returned 

  

Satisfactory Search of Disqualified Directors Register (screen 
grab) 
https://beta.companieshouse.gov.uk/search/disqualified-
officers 

  

Satisfactory Search of Bankruptcy & insolvency Register (screen 
grab) https://www.insolvencydirect.bis.gov.uk/eiir/ 

  

Satisfactory Search of Removed Charity Trustees (screen grab)  
http://apps.charitycommission.gov.uk/trusteeregister/search.as
px?RegisteredCharityNumber=&CurrentLanguage=English&Subsi
diaryNumber=&=DocType& 

  

Satisfactory Search of Financial Conduct Authority Register 
https://register.fca.org.uk/s/ 
where individual has worked for an organisation 
regulated by the Financial Conduct Authority (FCA) 

  

Where appropriate, relevant professional registers   
Web search results (including google, social media and news 
searches) 

  

Appraisal Documentation Addressing FPPR requirements   
Declaration of Interest Form/Declaration of Financial Interest 
(From Corporate and Legal Affairs submission) 

  

 
I confirm that the above checks have been undertaken: 
 
Name  
Post-Title Executive Assistant to the Chief People Officer / Other – Please Specify 
Signature  
Date  
 
I confirm that the above checks have been undertaken and I am satisfied the individual named above is assessed to be a “fit 
and proper person” to continue in their appointed role. 

 
Name  Position  

Signed  Date  

 
Signed by Chief People Officer / Chair or nominated deputy: 
 
Completed copy to be placed on the personal file 
  

https://beta.companieshouse.gov.uk/search/disqualified-officers
https://beta.companieshouse.gov.uk/search/disqualified-officers
https://www.insolvencydirect.bis.gov.uk/eiir/
http://apps.charitycommission.gov.uk/trusteeregister/search.aspx?RegisteredCharityNumber=&CurrentLanguage=English&SubsidiaryNumber=&=DocType&
http://apps.charitycommission.gov.uk/trusteeregister/search.aspx?RegisteredCharityNumber=&CurrentLanguage=English&SubsidiaryNumber=&=DocType&
http://apps.charitycommission.gov.uk/trusteeregister/search.aspx?RegisteredCharityNumber=&CurrentLanguage=English&SubsidiaryNumber=&=DocType&
https://register.fca.org.uk/s/
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Appendix E 
 

Directors / VSM’s and Non-Executive Directors – Information Requirements: Personal File Checklist 
 

Name  

Post Title  

 
Evidence supplied of Right to Work in the UK Yes No 
Proof of Identity including a recent photograph Yes No 
Enhanced/Standard DBS check and/or barring information under the Safeguarding 
Vulnerable Groups Act 2006 

Yes No 

Satisfactory evidence of conduct in previous employment concerned with the provision 
of services relating to health or social care, or children of vulnerable adults 

Yes No 

Where a person has been previously employed in a position whose duties involved 
work with children or vulnerable adults, satisfactory verification, so far as reasonably 
practicable, of the reason why that person’s employment in that position ended 

Yes No 

In so far as it is reasonably practicable to obtain, satisfactory documentary evidence of 
any qualification relevant to the duties for which the person is employed or appointed 
to perform 

Yes No 

A full employment history / application form, together with a satisfactory written 
explanation of any gaps in employment 

Yes No 

Two detailed references have been received (one from the most recent employer) 
Include FPPT Declaration Form for each referee 

Yes No 

Satisfactory information about any physical or mental health conditions which are 
relevant to the person’s capability, after reasonable adjustments are made, to properly 
perform tasks which are intrinsic to their employment or appointment for the purposes 
of the regulated activity 

Yes No 

Such other information as is required to be kept by the service provider under any 
enactment which is relevant to that individual 

Yes No 

Other Supporting Information 
Annual Self-Declaration Form & Annual FPPR checks Yes No 
Model DBS Declaration A or B Yes No 
Declaration of Interest Form/Declaration of Financial Interest (From Corporate and 
Legal Affairs submission) 

Yes No 

Appraisal Documentation Yes No 
Membership Body and Number (if applicable) Yes No 
Signed Contract of Employment Yes No 
Job Description on file Yes No 
Satisfactory Search of Disqualified Directors Register Yes No 
Satisfactory Search of Bankruptcy & insolvency Register Yes No 
Satisfactory Search of Removed Charity Trustees Yes No 

  Satisfactory Search of Financial Conduct Authority Register Yes No 
Information Requirements completed by: 

Name  Position  

Signed  Date  

Fit and Proper Person Regulation Compliance Confirmed: 
I confirm that the above checks have been undertaken and I am satisfied the individual named above is assessed to be a 
“fit and proper person” to continue in their appointed role. 

Name  Position  

Signed  Date  

Signed by Chief People Officer / Chair or nominated deputy: Completed copy to be placed on the personal file 
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