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MAINTAINING PROFESSIONAL LICENSES

I.
PURPOSE:

To identify guidelines for maintaining professional licenses if required by an employee’s class specification.

II.
SCOPE:


Departmentwide.

III.
POLICY:

Each employee, who is in a class specification that requires a license, is required as a condition of employment to keep his/her license current at all times.  Examples of applicable professions:  registered nurses, pharmacists, physicians, licensed social workers, and veterinarians.  If an employee’s license lapses or is revoked for any reason, the employee must immediately report this to his/her bureau chief and the Office of Human Resources.  If disciplinary action is taken against an employee’s professional license, or if the license is censured, the employee is required to report this action to his/her bureau chief and the Office of Human Resources within ten (10) calendar days of the action or the employee’s knowledge of the action.  Failure to report an action of this nature to his/her bureau chief and the Office of Human Resources will result in the employee’s termination.

It is the responsibility of each bureau chief to track and document that employees maintain his/her licenses.  Suggested ways to ensure this:  1) include this requirement as an expectation in the employee’s performance appraisal and attach a copy of the employee’s current license; 2) require a copy each time the license is renewed; or 3) contact the Division of Professional Registration to verify licensure on an annual basis.  

It is also the responsibility of each bureau chief to verify a license, if required by a class specification, prior to making a job offer by calling Professional Registration at 573/751-0293 (identify the discipline and the license number or Social Security Number).

The Nurse License Verification & Nurse License Lookup website to verify nursing licenses is   https://www.nursys.com. 
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