Inspectors arrive at reception
Welcome/Sign-in/ID to be checked
Inform 
Karen Edwards
Catherine Randall & Bridget Thomas 


Karen Leigh-Whiston
Caroline Taylor
Contact
Trustees
Contact
Head of Services/
Directors
Allocate Room/s
Vinten Meeting Room
Estates Informed
Passes given and IT 
access granted
CQC file on Q-Drive to 
be accessible with all 
relevant evidence 
documents available
Identify a named link 
person to oversee the 
welfare of inspectors
Karen Edwards/
Catherine Randall to 
meet with inspectors.
Inspectors to direct on 
plan/focus of 
inspection
Plan disseminated to 
Heads of Services
Comms to send email 
to all staff
Heads of Care walk 
through building
Check BCYP/
Staff welfare
Check environment

Contact numbers required:-
Karen Edwards - Ext. 201 / Mob. 07787254993
Catherine Randall - Ext. 229 / Mob. 07795521071
Bridget Thomas – Ext 244 / Mob. 07769350160
Karen Leigh-Whiston - Ext. 213 / Mob. 07879 667409
Caroline Taylor - Ext. 217 / Mob. 07968730738
Anthony Mohammed – Ext 211/Mob. 07304055334
Rosie Thomas - Ext. 238 or 231 / Mob. 07816 388802
Dawn Andrews - Ext. 238/231 / Mob. 07939 245839
Sam Lamb - Ext. 226 / Mob. 07305 051632
[bookmark: _GoBack]Care team office - Ext. 248/238/237
· Facilities informed—car parking spaces identified (x4)
· Email from Comms to all staff - pre -agreed email in place from KE and CR.  Content to include:
· Inspectors on site and number of inspectors
· Inspectors must have ID shown at all times
· Patient and staff confidentiality is paramount
· Professional conduct and behaviour
· Dress code in place
· Access to policies all found on intranet
· Identification of leads for Safeguarding, Medication Management, MCA, etc.
· IT and Patient files security (Information Governance)
· Families and children on site to be identified and informed
