West Sussex Housing Society Limited
REGISTERED OFFICE: 41 Ashwood Close, Worthing, West Sussex BN11 2AF
Tel: 01903 570014  Fax: 01903 235770 Email: admin.wshs@gmail.com

STATEMENT OF PURPOSE

ROMANS CARE HOME
1 ROMAN ROAD
SOUTHWICK
WEST SUSSEX
BN42 4TP

TELEPHONE: 01273 270100
FAX: 01903 243648
Email: romans.wshs@googlemail.com

Manager: Mrs. Vanessa Farmer

April 2008




INDEX
Introduction

Summary of the Statement of Purpose

e A Description of the Care Home and Physical Environment
e Aims of the Home

e Financial Arrangements and Fees

e Leaving or Temporarily Vacating

Our Quality Policy

Service Users Rights

Numbers, Qualifications and Experience of Staff

Age Range and Sex of Service Users

Range of Needs that the Home is able to Meet

Nursing Care Provision

Facilities and Services

e Meals

e Medical Care

e Optical and Dental Care
e Physiotherapy

e Chiropody

e Hairdressing

e Telephones

e Shopping

e Laundry and Dry Cleaning

Page 5

Page 6
Page 7
Page 8
Page 9
Page 10
Page 13
Page 14
Page 15
Page 15

Page 15

Page 16
Page 17
Page 17
Page 17
Page 17
Page 17
Page 18
Page 18

Page 19




e Kitchen Facilities

Other Services

e Arrangements for Reviewing Your Plan of Care

e Arrangements For Attending Religious Services

e Arrangements foe Social Activities, Hobbies and Leisure Interests

e Arrangements for Pets

e Arrangements for Service User Consultation about the Home

e Arrangements for Maintaining Contact with Relatives and Friends

e Arrangements for Dealing with Complaints

Service Users Property

Gifts and Signing Legal Documents

Bereavement

Terms and Conditions of Residence

Complaints Procedure

Name and Contact Details of the Registered Provider

Name and Contact Details of the Registered Manager

Name and Contact Details of the House Chairman

Details of Staff Numbers and Training

Organisational Structure of the Home

Admission Criteria

Fire Precautions and Emergency Procedures

Room Sizes and Numbers

Commission for Social Care Inspection Contact Details

Page 19

Page 20
Page 20
Page 20
Page 21
Page 21
Page 21
Page 22
Page 23
Page 23
Page 23
Page 24
Page 26
Page 27
Page 27
Page 27
Page 28
Page 29
Page 30
Page 31
Page 32

Page 34




Policies

Appendix 1
Appendix 2
Appendix 3
Appendix 4
Appendix 5

Appendix 6

Admissions Procedure
Emergency Admissions
Confidentiality

Dignity

Privacy

Advocacy

Page 35
Page 36
Page 37
Page 38
Page 39

Page 40




Service Users Guide — Introduction

The Care Homes Regulations 2001, Regulation 5, requires each Care Home to compile a
written guide to the Care Home, which is referred to in the Regulations as ‘The Service
Users Guide’.

The aim of this Service Users Guide is to enable you or your representative to:

o Make such decisions as may be required about the suitability of the Care Home to
meet your present and future needs prior to moving in to the Home.

o Make valued judgements as to whether the Care Home is continuing to provide the
level of services that was specified as part of your Terms and Conditions of
Residency.

o Ensure that your views are taken into consideration and that you have a real say in
development of services available to you in the Home.

o Provide you with information regarding the views of external regulatory bodies.

The Service Users Guide is designed to provide you with important information
about the management of the Home and your rights as a Service User. If you would
like any assistance with any aspect of this Service User Guide, please speak to a
member of our Senior Staff, who will be pleased to help you.




Summary of the Statement of Purpose

A Description of the Care Home and the Physical Environment

Romans Care Home is a large detached building situated in a residential area of
Southwick. It is situated just off of Old Shoreham Road at the Southwick Street junction
with Roman Road and Roman Way.

Local shops are nearby at Southwick Square and Windmill Parade.

Southwick Railway Station is close by and buses run regularly to all major towns.

The Home has 30 single furnished rooms. Small items of personal furniture may be
accommodated in consultation with the Home Manager.

Laundry facilities are available within the Home.
There are two lounges, each having a television, and a large dining room.

There is a variety of equipment with the Home to assist in the safe moving and handling
of Service Users if required.

There are fire alarms, smoke detectors and a nurse call system installed in the Home, all
of which are subject to regular maintenance and inspection by the appropriate authority.
The Home has well established emergency and evacuation procedures in place.




Aims of the Home

West Sussex Housing Society Limited holds charitable status for tax purposes and
endeavors to provide housing and associated amenities for elderly persons who are in
need of care.

To give a high standard of care whilst, at the same time, enabling Service Users to
maintain their independence through privacy and respect for their dignity.

To provide leisure, interest and social activities.
To assist the Service User to maintain links with the local community and parish.
To inform Service Users and allow choice where possible.

To use all trading surpluses for the immediate benefit of the Service Users through
improvements to their surroundings and the amenities we offer.




Financial Arrangements and Fees

West Sussex Housing Society Limited is committed to providing value for money within
our comprehensive and caring service:

The fees charged are dependent on the level of care required and the needs of the
individual Service User.

Services which are not included as part of our standard fee, such as dry cleaning,
hairdressing, newspapers, chiropody and cable or satellite T.V can be provided to you at
a cost plus any additional amount to reflect any administration or other costs associated
with the specific service required.

A schedule of our current charges is at appendix ............ to our current Service User
Contract, a copy of which can also be found in this Service User Guide. The prices listed
in the schedule are liable to increase at short notice as these are controlled by third party
suppliers outside of our control.

Any time that there is a variation to the charges for these additional services an updated
schedule will be displayed on the ‘Residents Notice Board’ which is situated in the main
entrance hall and a copy will also be provided to you.

Discounts are not available in respect of such additional charges.
Regulation 5 (bd):

The provision of care services in this care home will be charged at the weekly rate of (see
below) per week — “the standard charge”.

Band A £387 Band B £450 Band P £518

As we provide person centred care specifically tailored to your needs and reasonable
requirements, the fee charged for your care may vary from the standard charge. You will
be told the precise fee to be charged after completion of the pre-admission assessment
when we will make a written offer to you of a place in our care home provided that we
can properly meet your needs.

The charge made for your care will be reviewed at least annually on 1 April and also
following any significant increase in your care needs which may require further or
additional elements of care. If we decide that an increase in the amount payable for your
care is needed we will provided you with written notice as soon as possible. In the case of
our annual review, we will give you not less than 28 days notice before the increased
charge is applied.




Leaving or Temporarily Vacating

If a Service User wishes to be discharged from the Home, then 28 days written notice
must be given of this intention, or 28 days fees paid in lieu of notice. These conditions

are waived during the four week trial period.

If a Service User temporarily moves out of the Home, e.g. to receive hospital treatment,
the bed is retained at 90% of the normal weekly fee.




Our Quality Policy

Romans Care Home is committed to providing quality services for our Service Users
by caring, competent and well trained staff, in a homely atmosphere.

This will be achieved by:-
o Recruitment of staff who share our values and will create a homely atmosphere
o A personal training and development program for all staff members

o Providing such resources as may be required to ensure that training takes place and is
effective

o Regular supervision and appraisal of all staff members

Our Home will provide services based upon consultation and assessment of the
Service Users needs.

This will be achieved by:-

o Listening to Service Users, Staff and others with an interest in the Home and its work
o Ensuring that assessments are made which balance risks and needs

o Promoting a level of reasonable risk taking activity in daily living activity

o The operation of an effective, up to date, care planning system

Our Home will involve Service Users in the planning and review of the services that
are provided for them to ensure that their needs are met.

This will be achieved by:-

o Enabling and empowering Service Users to influence the services provided in the
Home

o Encouraging Service Users to become involved in all decisions which are likely to
affect them, either now or in the long term
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Our Home will consult people about their satisfaction with the service that we
provide and canvas suggestions for improvement.

This will be achieved by:-

o Service Users consultation and satisfaction surveys

o Service User and Staff meetings

o Management review of our Quality Management System

o Monthly inspections at the Home conducted by the registered provider

Our Home will provide catering services which meet the expectations of the Service
Users.

This will be achieved by:-

o The employment of a dedicated and qualified Catering Manager and suitably
qualified Catering Staff

o Planned, structured menus which include Service Users wishes, choices and
preferences

o Menus which are nutritionally balanced

o Menus which allow Service Users to change their food choices

Our Home will ensure that Service Users are fully informed about all matters which

might affect their well-being.

This will be achieved by:-

o Quarterly Service User and Relative / Friends meetings

o Provision of notice boards or other displays which inform Service Users and other
Relevant parties

We will afford all Service Users and Staff an equal opportunity in respect of living

or working in our Home.

This will be achieved by:-

o Ensuring compliance with our adopted equal opportunities policy
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We will ensure that our Home is a safe and secure place to live.

This will be achieved by:-

o Ensuring that the physical environment meets all Health and Safety standards

o Ensuring that all of our staff are annually trained in the subject of Health and Safety
and at least twice a year in Fire Safety

o Providing each Service User with a safe and secure place to store their valuables
Our Home will offer a range of social activities which will meet the needs of the
Service Users.

This will be achieved by:-

o Ensuring that activities are offered to each Service User which are appropriate to their
needs, abilities or expressed wishes

o Ensuring that we consider the social, spiritual, cultural, emotional and physical needs
of our Service Users in the services that we offer

o Ensuring that Service Users feel comfortable to decline any or all of the activities
offered by our Home

12




Service Users Rights

The right to be called by the name of your choice
The right to care for yourself as far as you are able

The right to take personal responsibility for your own actions and expect all staff to
accept that a degree of risk is involved

The right to invite whomever you choose into your room
The right to independence
The right to have your dignity respected and to be treated as an individual

The right to receive an anti-discriminatory service which is responsive to your race,
religion, culture, language, gender, sexuality, disability and age

The right to live your chosen lifestyle

The right of access to your own personal records and information relating to decisions
made with all staff that affect your life, and where necessary to be assisted to do this

The right to take an active part in any decisions about daily living arrangements that
affect your life

The right of access to outside agencies of your choice e.g. doctor, chiropodist,
optician etc.

The right to control your own finances if you are able to do so

The right to make personal life choices such as what food you eat, and what time you
get up and go to bed

The right to be involved in your own care plan and be involved in any formal reviews
of your needs

The right to access a formal complaints procedure and to be represented by a friend,
relative or advisor if needed

The right to participate in voting in elections
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Numbers, Qualifications and Experience of Our Staff

Romans Care Home is staffed in accordance with the requirements of Regulation 18 of
the Care Homes Regulations 2001.

In particular, we will ensure that there will be suitable qualified, competent and
experienced staff on duty and in sufficient numbers that are appropriate for the health,
safety and welfare of our Service Users.

The Homes staffing requirements have been approved as part of the process of
registration by the Commission for Social Care Inspection.

We maintain a strong emphasis on staff training and most of our staff are trained to NVQ
level 2 and / or 3.

The Home Manager has achieved the qualification for the Registered Managers Award.
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Age Range and Sex of Service Users

Romans Care Home provides care services for 30 people, male and female, who are
aged over 65 years.

All accommodation is provided in single rooms.

Range of Needs that the Home is able to Meet

At Romans:-

We provide services in the following categories:-

o Care Home providing personal care

We provide services to the following categories of Service User:-

a Elderly People

Nursing Care Provision

At Romans we are unable to provide nursing care for Service Users in the Home. This
means that we are not required to staff our Home in accordance with Regulation 18(3) of
— Care Homes Regulations 2001 in respect of ensuring that a suitably qualified registered
nurse is working in the Home at all times.
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Facilities and Services

Meals
All meals are carefully prepared by our catering staff in consultation with the Home
Manager. Meals are interesting and varied. Special diets, including diabetic and
vegetarian are also catered for, and the advice of a dietician sought if required.

A limited guantity of alcohol is offered on special occasions together with a pre-lunch
drink on a daily basis.

Service Users are offered a variety of menus at each mealtime. Whilst every effort is
made to provide for service Users individual preferences, the Home does not provide an
‘a la carte” menu.

The day usually begins with an early morning cup of tea or coffee which is served to you
in your bedroom at a time of your choice between 6am and 7.30am.

Breakfast is served from 8am

Morning coffee and biscuits is served 10.30am
Pre lunch sherry is served from 11.30am

Lunch is served from 12noon

Afternoon tea and cakes are served from 3pm
Supper is served from 5.30pm

Night time drinks and snacks are served from 9pm

Service Users are able to avail themselves of snacks and drinks at any time and should
ask a staff member to tend to their requirements.

All meals, snacks and supplements are provided for within the fees for the service
provided.
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Medical Care

Staff are always on duty to plan and supervise Service Users care, ensuring the highest
standards at all times.

Our local G.Ps will visit when required, although Service Users may retain their own
Doctor if it is practical to do so.

Community nurses and the primary care team staff will visit the Home as appropriate.

Optical and Dental Care

An optician visits Romans on a regular basis and dental treatment arranged on an
individual basis. Both services are provided at an additional charge to the normal care
fees. You are however, very welcome to make your own appointments outside of the
Home if you prefer.

Physiotherapy

Physiotherapy can be arranged through the Home Manager at an additional charge to the
normal care fees. This service is payable directly to the provider. You are however, very
welcome to make your own appointments outside of the Home if you prefer.

Chiropody

A private chiropodist visits the Home every six weeks at an additional charge to the
normal care fees. This service is payable directly to the provider. You are however, very
welcome to make your own appointments outside of the Home if you prefer.

Hairdressing

A private hairdresser visits the Home every two week (or more frequently if required) at
an additional charge to the normal care fees. This service is payable directly to the
provider. You are however, very welcome to make your own appointments outside of the
Home if you prefer.

If you require assistance with any of the above, our Senior Care Team will be happy to
help you.
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Personal Telephones

Service Users are able to avail themselves of a direct dial telephone in their room at their
own expense, but also have access to a public pay phone.

Service Users having personal mobile phones is acceptable within the Home.

Incoming messages can be recorded and relayed to the individual Service User.

Shopping

Where appropriate we encourage Service Users to go shopping on their own, with a
friend or relative or, where possible, am member of staff.

Where this is difficult or inappropriate, staff can assist Service Users by purchasing
goods on their behalf with the permission of the Home Manager.

A small selection of toiletries, confectionary etc. may be purchased by the Service Users
from the “volunteers shopping trolley’ situated in the Home.

18




Laundry and Dry Cleaning

Laundry is undertaken within the Home and is included in the normal fees for service. All
laundry equipment achieved the Care Standards and the 1998 Water Regulations.

All personal clothing must be labelled prior to admission to the Home. We cannot be held
responsible for the loss of items not labelled with the Service Users name.

There are no facilities for Service Users to do their own laundry.

Dry Cleaning is not undertaken by the Home.

Kitchen Facilities

The kitchens facilities are built to the standards laid down by the Environmental Health
Department and are managed by the Catering Manager.

These facilities are not accessible to Service Users owing to Health and Safety and Food

Hygiene Regulations; however Service Users may avail themselves of drinks and snacks
at any time by requesting these from our Care Staff.
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Other Services

Arrangements for Reviewing Your Plan of Care

Romans operate a full planning and review system. Prior to admission each Service User
is assessed and a plan of care formulated.

This plan will cover all areas of a Service Users life and will not focus purely on

problems and physical matters but also life history and interests with an aim to enhance
the quality of life.

Arrangements for Service Users to Attend Religious Services

We take all reasonable steps to ensure that each Service Users wishes are known and
understood in relation to the practice of their chosen religion.

Where requested, we will observe and ensure confidentiality in respect of religious belief

or alternatively we will take such steps as may be necessary to enable Service Users to
attend religious services or access religious leaders, ministers or priests in private.

Arrangements for Social Activities, Hobbies and L eisure Interests

Our Home is able to provide a variety of ways that Service Users can engage in the
enjoyment of social activities, hobbies and leisure interests. Service Users individual
wishes regarding involvement in activities will be respected as a balance must be struck
between gentle encouragement and respecting wishes not to participate.

Romans employ a dedicated activities organiser. The range of activities available
include:-

Music and Movement
Reminiscence Therapy
Visiting Musical Productions
Knitting

Tapestry

Embroidery

Sewing

Basket Weaving

Painting

Clothes Parties

000000000 D

Outings are arranged when sufficient numbers of escorts are available.
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Arrangements for Pets

We are unable to accommodate any pets in the Home.

Arrangements for Service User Consultation about the Home

Our Home is committed to ensuring that Service Users are fully consulted about matters
which are significant to the running of the Home or matters that might affect their well
being or quality of life. We have quarterly Service Users meetings and the management
and staff are available to listen to the views of the Service Users.

Arrangements for Maintaining Contact with Relatives, Friends and
Representatives

We actively encourage Service Users to maintain all forms of social contact that were
enjoyed before moving into our Home. We will assist Service Users to maintain contacts
in the community if requested.

Our Home is looked upon as a Service Users home and hence, subject to the Service
Users wishes, visitors are, within reason, generally welcome at any time, however it is
appreciated if busy periods before 10.30am and after 8pm are avoided.

All visitors to the Home are requested to enter their details in the “Visitors Book” which
is situated in the entrance hall, and to sign out on their departure. Visitors should be made
aware that this is to comply with Care Home Regulation 17 and Schedule 4(17) Health
and Safety legislation and Fire Regulations.

Service Users can usually receive visitors in their own room or in one of the lounges, or
outside of meal times, in the dining room.

Visitors wishing to take Service Users off of the premises should speak to the senior
member of staff on duty to ensure that medication can be provided and that the trip out is
within the capacity of the Service User. This information should be entered into the
Visitors Book on departure and return.

Relative and friends are encouraged to join the ‘Friends of West Sussex Housing Society’

fundraising group and to attend social events such as the Service Users Christmas Party,
Summer Fayre, entertainment evenings etc.
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Arrangements for Dealing with Complaints

Our Home welcomes any Comments, Concerns, Complaints or Compliments. Complaints
or Concerns about the service provided within the Home will be treated seriously.

If a Service User or Relative requires help to make a complaint they will be afforded
advice about potential advocates.

The home has a complaints procedure, details of which are posted in the entrance hall.
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Service Users Property

The Home will not accept any liability whatsoever for loss of, or damage to, any
money or other valuable property kept (or said to be kept) by the Service User in or
about the Home unless such money or property shall have been:-

o Identified to the Home in writing with a current valuation

o Deposited within the Homes safe for safekeeping

Service Users / Relatives should ensure that all valuable property is covered by personal
insurance.

Gifts and Signing Legal Documents

Employees of West Sussex Housing Society Limited are not permitted to directly accept
any gifts, and / or presents from Service Users without the General Managers knowledge
and discretion, or to sign as a witness to any legal document which pertains to one of the
Service Users in the Home.

Bereavement

In the sad event of bereavement, relatives can expect every possible support and
consolation from our Staff.

Whereas funeral arrangements are usually made by the next of kin, the Management

Team can be relied upon to assist and explain what is required. Where there is no next of
kin, the Home Manager will attend to the necessary arrangements.
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Terms and Conditions of Residence

Service Users are accepted on the following terms and conditions. Prior to taking up
residence, these terms and conditions shall be accepted by the Service User and his or her
representative by signature.

West Sussex Housing Society Limited operates on a non-profit making basis with a
Management Committee of professional persons who give their time and expertise
voluntarily.

Restrictions are few, but observations of the following points will ensure a happy and
trouble free stay.

Residence and Payment of Fees

1. The first four weeks after admission shall be regarded as a trial period for the benefit
of both the Service User and West Sussex Housing Society Limited.

2. Upon payment of the weekly charge, West Sussex Housing Society Limited
undertakes to provide accommodation, food, light, heat, laundry and all necessary
personal care as would normally be required by a Service User in a Care Home.

3. Fees are payable 28 days in advance and are subject to a half yearly review.

4. Service Users care needs will be assessed by the Registered Manager as appropriate
and fees increased where additional care is deemed necessary.

5. Service Users must be prepared to transfer to any other room at the Registered
Managers discretion.

6. Rooms may be held whilst a Service User is away on payment of 90% of the normal
fee.

7. If for any reason a Service User wishes to vacate their room, 28 days notice is
required. Should this notice not be given, 28 days fees will be charged.

8. On vacation of the room, for whatever reason, West Sussex Housing Society Limited
requests that all belongings be removed within three days of the room being vacated.
Should this not be the case, a senior member of staff will be instructed to remove
such items as remain. These items must then be collected from the Home or they will
be disposed of.

9. West Sussex Housing Society Limited may give notice to terminating the agreement
and requiring the Service User to leave the Home in the following circumstances:

e Non payment of fees
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If, having taken appropriate advice concerning present and future needs of the Service
User, the Society is unable to meet those needs, for example, long term nursing care
Any circumstances or behaviour which the Society feels may be seriously detrimental
to the Home or welfare of other Service Users

10. The procedure for fire drill should be clearly understood and strictly adhered to.

Personal Requirements and Medication

1.

Commission for Social Care Inspection Generally, Service User have the right to to
journey out alone, however West Sussex Housing Society Limited cannot be
responsible for a Service Users safety whilst away from the Home unless the journey
and any necessary supervision was arranged by the Home.

Service Users are encouraged to receive visitor’s at all reasonable time although we
do ask that mealtimes are avoided. The Registered Manager or senior person on duty
must be notified, preferably in advance, when a Service User is going out.

Service Users personal possessions, valuables, items such as medical aids (hearing
aids, eye glasses etc.) and money are not insured by the Home and West Sussex
Housing Society Limited will not accept responsibility for items lost, stolen,
damaged, destroyed of mislaid. Large sums of money and valuable personal items
should be given to the Registered Manager for safe keeping. Please note, this list is
not exhaustive.

Service Users may bring small items of furniture with them at the Registered
Managers discretion.

All items of clothing must be marked with the Service Users name prior to admission.

All visitors to the Home must report to the Registered Manager or senior person on
duty. The visitor’s book must be signed on entering and leaving the building.
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Complaints Procedure

Any complaints should be made direct to the Registered Manager or senior person on
duty who will investigate the matter fully. If not resolved, the Registered Manager will
bring the matter to the attention of the General Manager.

In the event that a complaint cannot be dealt with satisfactorily, the matter may be
referred to:-

South East Regional Contact Team
Hermitage Court

Hermitage Lane

Maidstone

ME16 ONT

Telephone: 01622 724950

Fax: 01622 724980

Email: enquiries.maidstone@csci.gsi.gov.uk

In the event that it is felt that a complaint has been unfairly dealt with by the Commission
for Social Care Inspection, you may ask the local ombudsman to investigate.

The ombudsman for this area may be contacted at:-

21 St Annes Gate

London

SW14

Telephone: 02079 153210

The Care Home is registered with West Sussex County Council to provide board,
accommodation and personal care for its Service Users. As it is not a Registered Nursing
Home, we are unable to admit Service Users who are in need of nursing care.

The above Terms and Conditions of residence are noted and accepted.

Signed: Date:
Service User/Representative

Signed: Date:
On behalf of West Sussex Housing Society Ltd
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Name and Address of the Reqistered Provider

Romans Care Home forms part of West Sussex Housing Society Limited.

The Registered Provider is Mr. T.A Matthews who can be contacted through the
following address:-

West Sussex Housing Society Limited
Registered Office

41 Ashwood Close

Worthing

West Sussex

BN11 2AF

Telephone: 01903 570014
Fax: 01903 235770
Email: admin.wshs@gmail.com

Name and Address of the Registered Manager

The Manager is Mrs. V. Farmer who can be contacted at Romans.

Name and Address of the House Chairman

The House Chairman is Mr. D. Croft, who can be contacted through the Manager at
Romans or the General Manager at the Registered Office.
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Details of Staff Numbers and Training

The Home employs one Manager, one Deputy Manager and one Assistant Manager.
There are twenty five Care Assistants and two Senior Care Assistants. We also employ
thirteen ancillary staff.

The Homes staff are selected for their qualities of reliability, integrity, skill, friendliness
and professionalism. They are carefully screened and references are always checked
thoroughly prior to employment. During induction all staff are trained in-house by
experienced Senior Staff in the following critical subjects:

Care Code of Conduct
Confidentiality

The Rights of the Service User
Health and Safety

Personal Care Tasks

Care Assistants Responsibilities
Moving and Handling

0O000D0O0OOo

All new staff will complete an induction that follows the Learning Skills guidelines. The
Home tries to ensure that all newly appointed Care Assistants hold a minimum of NVQ
level 2 in Care. Where this is not the case, West Sussex Housing Society Limited will
support staff to achieve this qualification.

The Home also sends all staff on external training courses for topics such as the
Protection of Vulnerable Adults, First Aid, and Safe Handling of Medicines etc.
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Organisational Structure of the Home

HOME MANAGER

(.

DEPUTY MANAGER

(.

[ ASSISTANT MANAGER |

J

_[

SENIOR CARE ]

ACCQICTANIT

_[ CARE ASSISTANT ]

_[ ANCILLIARY STAFF ]
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Admission Criteria

Anyone who is admitted to our Home must be at least 65 years old.

A suitably qualified person will visit the prospective Service User and carry out a pre-
admission assessment obtaining details of the persons medical, care and social needs.

The assessment will include details of the person’s mental state and any behaviour that
could affect the well being of the individual or other Service Users in the Home.

Based on the results of the assessment a decision will be made regarding whether the
Home is able to meet the individuals care needs.

The results of the assessment will be recorded on the Service User Assessment Form,

which will assist in formalising a plan of care. All decisions will be communicated to the
prospective Service User in writing.
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Fire Precautions and Emergency Procedures in the Home

Romans’ fire precautions have been designed with advice from the Fire Officer and to
date all recommendations have been implemented. However, whilst every attempt has
been taken to minimise the risk of fire there can be no guarantee of safety. The Home
undertakes regular fire drills and reviews of the fire risk assessment and fire procedures.

The Home operates a separate Fire Procedure File which includes the records of all fire
drills, alarm tests and staff training undertaken.

All staff are provided with information about the Homes’ fire procedures at induction. All
staff are required to attend formal fire training updates between two and four times each
year, which includes the use of fire fighting equipment.

The Home has an Emergency Evacuation File which details the immediate needs of the
Service Users in the event of an emergency. This document is updated monthly.
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Room Sizes and Numbers

ROOM DIMENSIONSIN FLOOR AREA IN
SQUARE FEET SQUARE METRES
Ground Floor
Bedroom 1 112.26
Bedroom 2 111.70
Bedroom 3 111.37
Bedroom 4 119.20
Bedroom 5 117.75
Bedroom 6 178.75
Bedroom 7 100.25
Bedroom 8 127.92
Bedroom 9 114.10
Bedroom 10 116.25
Bedroom 11 116.25
Bedroom 12 117.45
Bedroom 14 116.25
Bedroom 15 102.37

Assisted Bathroom

3 x Service User Toilets

Laundry Room

Staff Rest Room

Disabled Toilet

Kitchen

Airing Cupboard

Office

T.V Lounge

Dining Room

Conservatory

Staff Toilet
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Room Sizes and Numbers (cont’d)

ROOM DIMENSIONSIN FLOOR AREA IN
SQUARE FEET SQUARE METRES
First and Second Floors

Bedroom 16 102.70 9.54
Bedroom 17 117.53 10.91
Bedroom 18 144.00 13.37
Bedroom 19 154.98 14.39
Bedroom 20 111.80 10.38
Bedroom 21 121.83 11.31
Bedroom 22 120.47 11.19
Bedroom 23 146.25 13.58
Bedroom 24 136.92 12.72
Bedroom 25 142.52 13.25
Bedroom 26 111.90 10.39
Bedroom 27 119.93 10.39
Bedroom 28 164.43 15.27
Bedroom 29 137.50 12.77
Bedroom 30 129.12 11.99
Bedroom 31 105.76 23.04

NB: There are only 30 Bedrooms as there is no Room 13

Sluice Room X 2

Bathroom X 2

Toilet X 7
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Commission for Social Care Inspection

The Commission for Social Care Inspection (CSCI) is a national body which regulates
the conduct of Care Homes in England. There are a number of regional offices from
which the inspectors carry out their duties.

The Commission for Social Care Inspection offices for West Sussex are located at:-

Commission for Social Care Inspection
The Oast
Hermitage Court
Hermitage Lane
Maidstone
Kent

ME16 ONT

Telephone: - 01622 724950
Fax: - 01622 724980

Email: - enquiries.maidstone@csci.gsi.gov.uk
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Admissions Procedure

(Commencement of Service)

We only have one opportunity to give a good first impression to a new Service User. The
way in which we commence their care provision has a lot to do with how quickly and

comfortably they settle into their new routines.

There are a lot of matters to attend to when someone comes into our care for the first time
and everyone who comes to us is different. Therefore, there may be circumstances when
it is better to leave some of the formalities for commencing care services to the day after
admission if it helps the person settle in better. This is at the discretion of the most senior
person on duty and any deviation from our standard procedure will be recorded on the

care plan together with the reasons why.
The most senior person on duty will ensure that the staff working on that shift know
someone new is arriving. S/he will also ensure that the staff know the new Service Users

name and how they wish to be addressed before they meet them.

This means if staff have contact with the new person they can greet them by their name

which will help them to settle in because they will feel known and welcome.
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Appendix 2
Emergency Admission

At our discretion and where appropriate and reasonable, we accept emergency admissions

for short, medium and long stays.

Our primary concern immediately upon admission is to settle the Service User into their

new surroundings.

Within 24 hours, we develop an initial care plan which is finalised at the absolute latest

within 7 days of admission.
It is a pre-requisite of any emergency admission that formal arrangements are already in
place for a full and formal medical assessment of the Service User within 24 hours of

their admission.

Upon emergency admission, our standard non-emergency admission procedures apply.
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Appendix 3
Confidentiality

Trust is an integral part of our ability to provide consistent high standards of care and as

such it must not be broken.

A person’s trust is not a right, but a special privilege, which means you must exercise
care and thought in your handling of confidences. You must never divulge a confidence

placed in you by a Service User, colleague, relative etc.

Where the nature of the confidence may have a detrimental impact upon the standard of
care, you should consider passing it on, but only to the Registered Manager or General
Manager and never to anyone else.

The Registered Manager / General Manager will determine the best way to handle the

matter.

These high standards of confidentiality apply just as much to the information recorded in

care plans and Service Users records.

Any breach of confidence may constitute gross misconduct and as such may lead to

dismissal.
This does not affect your right regarding whistle blowing, for which we have a separate

policy, which protects your right to expose unsound practice without detriment to

yourself.
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o Appendix 4
Dignity

We recognise the importance of maintaining the uniqueness and character of each and
every person in our care. Thus we aim to uphold a standard of care that reflects this in

practice.
Therefore, we are careful to avoid situations for those in our care that may lead to
impairment of their self-esteem and sense of worth. Where such situations occur we seek

to diffuse them gently and sensitively.

The purpose is to uphold the dignity of anyone in our care. The spirit of this extends to

staff, colleagues, visitors etc. as well.

This includes being mindful to their personal appearance, helping them to manage

genuine (or perceived) stigmas etc. that their circumstances may create.

We will not tolerate any practices that may impair a person’s dignity whilst practices that

contribute positively to a person’s dignity are actively encouraged.

Detrimentally affecting the dignity of a Service User is an act of gross misconduct and
may lead to dismissal.
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Appendix 5
Privacy

Those in our care expect to enjoy the same standards of privacy we all generally expect to

enjoy.

Being alone, free from intrusion or disturbance are basic human rights and need to be

reflected in our care practices and attitudes as critical to our standards of care.

By nature, being cared for can, for example, make it harder to enjoy privacy than living
in ones own home and being totally independent. We must stay alert to this, and be

sensitive to its significance.

Confidentiality, trust and gossip all contribute to both the reality and perception of

privacy, which is another dimension of why we take such matters so seriously.

Consultations with those in our care by the following professionals, and similar others,

will always be strictly confidential unless specifically requested otherwise:

O Health
O Social care
O Law

O Finance
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Appendix 6
Advocacy

Those in our care are encouraged to manage their own affairs and decisions and we have

to be careful not to discourage them from doing so. On this basis they are self advocating.

However, a person may be or become unable to exercise their rights to their best interests

and a person or persons may be appointed to speak for them in their best interests.

Such a person acting on behalf of another in this way is known as their “advocate” and
may be a relative, friend, professional person etc. Our policy is never to act as advocate

for a person in our care because of the potential for conflict of interest.

Our Service Users’ Guide identifies external agencies who will act in advocacy for

someone in our care.
Details of a person’s advocacy arrangements are kept in the appropriate confidential file
for that person accessible by senior staff authorised by the Registered Manager and only

then under appropriate documented circumstances.

Breaching confidential advocacy arrangements represents gross misconduct for which a

member of staff may be dismissed.
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