PoLICY & PROCEDURE °
POINT

TITLE: Licensure/Certification/Registration policy

Scope/Purpose: To provide a systematic method which ensures current licensure,
certification, or registration for employees.

Division/Department: Human Resources Policy/Procedure #:

Original Date: July 2015 _X__New _  Replacement for: Same

Date Reviewed: | Date Revised: Implementation: | CPIC Board
Approved: Approved:
08/05/2015

Responsible Party: Human Resources Administrator

DEFINITIONS:
N/A
PoLicy:
HealthPoint employees must comply with all the applicable Licensing/Certifying/Registering
Agency requirements, including continuing education, in Texas.

PROCEDURE:

1. Licensed/certified/registered personnel must ensure such licensure, certification, or
registration is kept current.

2. Personnel in licensed/certified/registered positions that require continuing education hours
must submit copies of their continuing education documentation to Human Resources.

3. Human Resources will forward a copy of the continuing education hours to the Credentialing
Service.

4. Employees who do not submit their continuing education hours at the time their
licensure/certification/registration expires, will have 30 days to provide proof of continuing
education for their licensure/certification/registration.

5. Employees who do not maintain their licensure/certification/registration AND/OR their
continuing education requirements within 30 days, will be removed from their position and
moved into a position for which they qualify. For example, a Certified Nurse Aide who does
not maintain their Certification AND/OR continuing education hours will be moved into a
Nurse Aide position.

6. A job description for the non licensed/certified/registered position must be signed by the
employee and the employees’ pay will be reduced to reflect the new non
licensed/certified/registered position.

RELATED PoLIcy:
REFERENCES:
REQUIRED BY:

ATTACHMENTS/ENCLOSURES:
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