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LB Name - Full review 
Date: 28th November 2023 
Time: 9:30 – 14.00 
Online via Zoom 
 
Agenda 
 
9:30 Panel Meeting Before Review (Private) 

10:05 
 
Introductions 
 

10:15 Overview (to be provided by the Licensed Body) 
 Recent Developments.  
 Future Plans.  

 
10:40 
 

Breaks taken throughout, their timings agreed by the Chair and attendees on the day.  
a. Review of actions from previous licence review.  
b. Assessment of applications. 
c. CPD. 
d. Conduct, competence and discipline. 
e. Data assurance. 
f. Reporting and quality assurance. 
g. Marketing and promotion. 
h. Governance and professional registration. 
i. Evidence Framework and standards implementation – outstanding actions and 

questions. 
j. Nominated Licence Reviewer 
k. AOB. 

 
13:00 Panel Meeting to Agree Licence Review Outcome (private) 
 
13:30 Closing Comments 
 
13:45 
 

Conclusions, Feedback and Close 

Licence Review Panel 

Panel Chair  XXX    

Panel Member XXX 
Science Council XXX   
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1 
Licence Reviews - How often? 
The Licensed Body will normally have a review 1 year after a new licence 
and then every 5 years after the award date. Licensed Bodies are required 
to complete annual reports in between licence reviews and the Science 
Council may conduct a review before the 5-year cycle if they believe there 
to be a concern/perceived risk. 

  

2 

Scheduling the licence review 

A member of the registration and licensing team will contact The Licensed 
Body in advance of the review to arrange a review date. The Licensed 
Body shall return the requested documents to the member of the 
registration and licensing team 6 weeks before the review. 

The member of the registration and licensing team will review the 
documents for completeness and may ask for further documents/evidence 
if needed. 

The Licensed Body will be sent the agenda in advance of the review. 

  

3 
Appointing the panel 
The review panel is appointed and will consist of a staff member from the 
registration and licensing team at the Science Council and two volunteer 
licence reviewers. 

  

4 
Panel pre-meeting 

The panel will have a pre-meeting ahead of the review to review the 
documents and identify any gaps and areas they want to focus on during 
the review visit. 

The agenda will be confirmed with the Licensed Body in advance. 

  

5 
Review visit by review panel 
The panel may have a pre-meeting on the day of the review to look over 
core documents. 
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The licence review thoroughly covers all items on the agenda and The 
Licensed Body ensures that knowledgeable staff/volunteers are present to 
cover all the items on the agenda. 

The review panel will see how the Licensed Body is meeting all the 8 key 
areas in The Evidence Framework and use the framework to review the 
Licensed Body. 

  

6 
Licence review report 

A member of the registration and licensing team produces a report within 2 
weeks of the visit on how well the Licensed Body meets the criteria 
outlined in the 8 key areas of The Evidence Framework based on the visit. 

The report will list agreed actions and recommendations for the Licensed 
Body being addressed within a specified timeframe and the timescale for 
the next review. It is then circulated to the review panel ahead of the RA. 

  

7 

Review decision - RA or the Board 

A member of the registration and licensing team or Panel Chair presents 
the report to the RA who ratifies the decision. Depending on the outcome, 
it is either the RA or the Board that makes the final decision. 

The RA is able to renew an existing licence. 

If a new licence is to be granted or a licence is to be withdrawn or 
suspended, the RA would need to recommend this to the Board who would 
have the final decision. 

  

8 

Award of the licence and informing the Licensed 
Body 
If the licence is renewed or a new licence is granted, a member of the 
registration and licensing team renews the licence for the specified period 
and logs the actions and recommendations to be followed up. 

A member of the registration and licensing team will contact the Licensed 
Body via email of the decision. 

A member of the registration and licensing team provides the Licensed 
Body with the final report following the RA review and Board consideration 
which states the outcome, the actions the body is expected to complete, 
the recommendations and the next review date. 
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9 

Monitoring actions 

A member of the registration and licensing team monitors progress of the 
actions and recommendations completed by the Licensed Body. Actions 
listed in the report are mandatory, whereas recommendations are not but 
the Licensed Body is expected to respond to them. 

If the actions are not complete within the specified timeframe, a member of 
the registration and licensing team discusses the circumstances with the 
RA and then the RA can recommend suspension or withdrawal to the 
Board if appropriate. 

Purpose: To ensure the actions are complete in the timescale and 
recommendations are addressed to the satisfaction of the Science 
Council. 


