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How to complete a return of registered manager form  

A registered provider has responsibility for notifying us if the manager of their service is absent. This is done through 

completion of the F08 web form. If the manager then returns to their post (e.g. after a period of sick leave), RQIA 

needs to be informed. 

The provider or their nominated delegated user  should log on to their portal and follow these steps in order to 

submit their web return of registered manager form.  

1. Access the Changes to registration tab on the left hand side of the screen. 

 

2. Please note that all un-submitted and rejected applications on your account will be listed under the 

Applications to be Submitted / Resubmitted view. The buttons in this section allow you to Update, Remove, 

or Print these forms. If you have exited or been timed out of a form, please select and Update the existing 

application rather than commencing a new form.  NB. Please note that selecting a form and clicking 

Remove will permanently delete the record from the system. This action cannot be undone.    

 

 

 

3. Select the ‘Return of Registered Manager’ form under Changes to registration heading.   
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4. On Page 1 of the Return of Registered Manager (F08A) web form, use the dropdown menu beside Name of 

Establishment / Agency to select the relevant Service Name / ID. 

 

 

When the Establishment/Agency is selected, the remaining greyed out fields on Page 1 will auto-populate. Press 

‘Next’ at the bottom of the page to proceed. 

5. On Page 2 of the form you will be asked to select the Registered Manager and the Date of the Registered 

Manager’s return. Both of these fields are mandatory.  

The manager dropdown list will show the name of the manager who is absent. NB. If the absent manager is not 

appearing within the dropdown list please contact the Registration Team at registration@rqia.org.uk.  

mailto:registration@rqia.org.uk
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6. On Page 3, you will be given the option to ‘Confirm and Proceed’ which will submit your completed web 

form. Alternatively, if you wish to review or make changes to your form, use the ‘Previous’ button to scroll 

back through the previous pages. 

 

When you have selected ‘Confirm and Proceed’, the page will confirm that the application has been submitted. Next, 

click on ‘Return to Menu’.  

7. When you return to your Changes to Registration menu, the F08A return of registered manager form will 

appear within the Completed Applications section. You cannot make further changes to the form at this 

point, but you can view or print your completed form.  
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Your form is now awaiting approval by RQIA registration team. If there are any issues with your submission you will 

be contacted. Otherwise, the return of manager will be actioned and (if required) an amended certificate of 

registration will be issued to the service.  


