
Recruiting - Validating the 

Nursing License



Classify Validity
of Nursing
License - 

How to Start

Go to www.nursys.com

Click "Look up license"
from middle option titled
"QuickConfirm License
Verification"

 

 



Agree to
Terms and
Conditions

Click "I agree" in the
bottom left corner

 



Input Nursing
Candidate's
Information

Input candidate's last
name and first name

 

When Searching by Name

Check both boxes for
"Search on maiden or
other names" and "I am
not a robot" 

 

 

Select PN or RN from
drop-down menu in
column titled "License
Type"

 

 

Select license state from
drop-down menu in
column titled "State"
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Input candidate's license
number

 

Select PN or RN from
drop-down menu in
column titled "License
Type"

 

Select license state from
drop-down menu in
column titled "State"

 

 

Check box for "I am not a
robot" 

 

Input Nursing
Candidate's
Information
When Searching by License
Number

Searching by License Number
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Select Correct
Nursing 

Candidate

Select correct nursing
candidate and click "View
Report"

If results show multiple
candidates with the same
name, review all results to
select correct nursing
candidate.

If you have reviewed all
candidates and still cannot
decipher which is the
correct candidate, confirm
via telephone during
interview the correct
license name and number.

Tips:
 

 

 

*Nurse's Last Name and License Number have been covered



Confirm
License is
Active and
Unencumbered

If license shows both as
Active and Unencumbered
with Disciplinary History,
please see next slide.

If candidate has multiple
licenses types and multiple
license states, select the
most recent license that is
both Active and
Unencumbered for the
hiring state. 

Tips:
 

 

 

Under the column titled
"License Status", license
must show
"UNENCUMBERED" to
show candidate has a full
and unrestricted license to
practice by the state board
of nursing. If license shows
"Expired", candidate is
disqualified

 

 

Under the column titled
"Active", license must show
"Yes". If license shows "No",
candidate is disqualified

 

*Nurse's Last Name and License Number have been covered



When License
is Active and
Unencumbered
with
Disciplinary
History

If license shows as Active
and Unencumbered with
Disciplinary History, review
documents to confirm
candidate was involved in
disciplinary infractions. Be
aware that Disciplinary
History can appear with
recent renewal of license.
Review all documents to
confirm notice of renewal
and NOT disciplinary
infractions.

Tips:
 

 

Select "View primary
source board order
documents" to review all
documents and classify
candidate as disqualified
per disciplinary history

 

 

If license shows
Disciplinary History,
Select "See History"

 

*Nurse's Last Name and License Number have been covered



Confirm Hiring
State and
Write Down
License
Number

Candidate's nursing
license must be the same
as the hiring state. 

Tips:
 

 

Under the column titled
"License State", confirm
the license state is the
same as the hiring state.

 

Under the column titled
"License", write down the
license number for later
use

 

 

*Nurse's Last Name and License Number have been covered



Confirm
License
Origination
Date and Date
of Expiration

If license is within 30 days
of expiring, please inform
candidate via telephone
during the interview.
Request documentation
that candidate has met
requirements of license
renewal from respective
State Board of Nursing be
submitted via email or fax.

Tips:
 

 

Under the column titled
"License Expiration Date",
confirm expiration date is
greater than 31 days. If
license is within 30 days,
please inform candidate via
telephone during interview

 

 

Under the column titled
"License Original Issue
Date", calculate the length
of license is greater than
or equal to the required
minimum of 3 years. If
length of license is less than
3 years, candidate is
disqualified

*Nurse's Last Name and License Number have been covered



You're Done!

Classify Nursing
License as
Valid. 

You may move forward with
this candidate

If candidate's license is
active, unencumbered,
without disciplinary
history, same state as
hiring state, and length of
license is greater than or
equal to the required
minimum of 3 years,
classify nursing license as
valid

 

*Nurse's Last Name and License Number have been covered


