(NAME OF HOME)

Procedures Manual Contents

Manual Procedure Description
Section No. | Reference
Management
1 MA-01 Health and safety
2 MA-02 Accident / incident reporting
3 MA-03 Infection control
4 MA-04 Security
5 MA-05 Safety, availability and suitability of equipment
6 MA-06 Alcohol, drugs and solvent abuse
7 MA-07 Premises
8 MA-08 Cleaning services
9 MA-09 Managing staffing levels and staff rotas
10 MA-10 Staff handover procedure
11 MA-11 Reporting bad practice
12 MA-12 Harassment, violence and bullying
13 MA-13 Equal opportunities
14 MA-14 Sexuality and relationships
15 MA-15 Confidentiality and access to records
16 MA-16 Purchasing of goods and services
17 MA-17 Purchasing the services of sub-contractors
18 MA-18 Gaming, gambling and lotteries
19 MA-19 Answering the telephone
20 MA-20 Working with enforcing agencies
20a MA-21 Management and Prevention of Falls
20b MA-22 Care Quality Commission statutory notifications
20c MA-23 Information to be held by the registered person
20d MA-24 Working in co-operation with other providers
People
21 PP-01 Recruitment of staff
22 PP-02 Checking and reviewing the status of staff qualifications
23 PP-03 Staff induction and probation
24 PP-04 Staff training and development
25 PP-05 Staff supervision and appraisal
26 PP-06 Staff meetings
27 PP-07 Staff grievance procedure
28 PP-08 Disciplinary procedure
29 PP-09 Giving notice
30 PP-10 Use of trainees, students and volunteers
30a PP-11 Risk Assessment — New and Expectant Mothers
Service Delivery
31 SD-01 Admission enquiries for care homes
32 SD-02 Admission to the home
33 SD-03 Assessment and Person Centred Care Planning
34 SD-04 Service Users’ daily report record
35 SD-05 Service Users’ medication
36 SD-06 Supporting service users to maintain good health
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Service Delivery (continued)

37 SD-07 Admission to hospital

38 SD-08 Keyworking

39 SD—09 Advocacy

40 SD-10 Service Users’ finances

41 SD-11 Amenities fund

42 SD-12 Service Users’ committees

43 SD-13 Risk management

44 SD-14 Safeguarding people from abuse

45 SD-15 Restraint

46 SD-16 Comments, suggestions and complaints

47 SD-17 Termination of a Service Usersesidency

48 SD-18 Catering arrangements

49 SD-19 Laundry

50 SD-20 Visitors to the home

51 SD-21 Missing Service User

52 SD-22 Crisis Management and service continuity

53 SD-23 Terrestrial, satellite and cable television

54 SD-24 Pets

54a SD-25 Safe and Efficient Use of Bedrails
Personal Care

55 PC-01 Helping Service Users to get up in the morning

56 PC-02 Helping Service Users to bed

57 PC-03 Helping Service Users with personal hygiene

58 PC-04 Assisting Service Users with eating and drinking

59 PC-05 Assistance with Service Users’ mobility

60 PC-06 Palliative care and bereavement

61 PC-07 Management of continence

62 PC-08 Management of challenging behaviour

63 PC-09 Interests and activities

64 PC-10 Religion

64a PC-11 Oxygen Therapy for Service Users

64b PC-12 Mouth Care for the Service User.

Continuous Improvement

65 CI-01 A Framework for Quality — meeting Key Lines of Enquiry

66 CI-02 Equalities action plan

67 CI-03 Management review of the Quality System

68 CI-04 Involving Service Users and their Families in the Running of the
Service

69 CI-05 Internal audits of the Quality System

70 CI-06 Routine monitoring of quality and corrective action of the
Quality System

71 CI1-07 Control of quality records

72 CI-08 Satisfaction surveys
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73 CI-09 CQC and Other External Agency Inspection reports
74 CI-10 Index of forms, files, policies and books
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