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                               ADMISSION POLICY


Introduction

Choosing a Care Home is an extremely important decision for any prospective resident and their family. The more informed and involved they are in the decision making process, the easier the transition is.

Well-planned and managed transitions are essential for high quality care and resident safety.

Aim

The Care Home aims to make the admission of any prospective resident and their family as positive and stress free an experience as possible.

Pre admission information

When the Care Home receives an enquiry regarding a possible admission an introductory pack will be sent to the person making the enquiry. The introductory pack will include the Care Home’s brochure, which outlines in detail the services available. It also includes a guide to the charges and a breakdown of the services the Care Home will provide, and will set out clear information on the arrangements for paying and reviewing these charges. 
There will also be a list of any other optional services and extra services on offer, with an up to date price list. The person making the enquiry will be given clear information regarding the type of accommodation available, the number of places provided, and the arrangements that need to be made if private funding runs out. 
The brochure will set out the Care Home’s philosophy, any rules the Care Home has, its complaints procedure, a statement of the resident’s rights and responsibilities, and information on recording and reporting accidents and the assessment of risks. 
The introductory pack will also provide information regarding the Care Inspectorate, the address of their website, and information on how to access previous inspection reports, and information on what will happen should the Care Home close or cease to operate.
Pre admission visit

When the Care Home receives an enquiry an invitation will be extended to the person making the enquiry and the prospective resident to view the Care Home’s facilities and to meet with the Manager. 
During the meeting with the Manager the resident enquiry form will be completed. This contains information regarding the prospective resident’s needs. At this meeting there will be a discussion about the costs of residing in the Care Home and the costs of any extra optional services that may be provided.  
If the prospective resident cannot visit the Care Home the Manager or deputy Manager will visit the prospective resident and complete a pre admission assessment. 
Pre admission assessment

Prior to admission as much information regarding a prospective resident will be compiled. This will be collated from the Care Needs Assessment Plan (Care Nap) prepared by the social worker, the pre admission assessment carried out by the Manager and the information obtained from the resident and his or her relatives regarding the resident’s care needs and interests. 
Vacancy and admission

When a vacancy arises the prospective resident will be invited to view the room and the admission will be arranged for a mutually suitable time.  Every effort will be made to plan any admission with great care. New residents will be introduced to existing residents and care taken to identify like minded residents with similar interests and encourage friendships. 
Every effort will be made to seat a new resident at a suitable dining table in the dining room to make their dining experience enjoyable. Residents will be positively encouraged to personalise their own room with their own furniture, photographs, pictures, mementos, and personal effects. The aim is to make every resident feel much more at home, which is more likely to happen if they have their personal belongings surrounding them.


Contract

Prior to admission, preferably but no later than seven days after admission the Care Home’s contract must be signed by the resident and/or his or her guardian or next of kin as the case may be. If the contract is not signed the Care Home will notify and consult with the Local Authority and the resident and/or his guardian or next of kin, as the case may be and will, without prejudice to any other rights available to them, be entitled but not bound to notify the Local Authority, the resident, and/ or their guardian or next of kin as the case may be of their intention to cancel their agreement to provide care whether or not the resident has resided in the Care Home for any period. If the Local Authority agree, the agreement to provide care may be cancelled by the Care Home.
Trial period

There will be a trial period of four weeks commencing on the date of admission. During the trial period either party may terminate the agreement between the Care Home and the resident, whether or not a formal contract has been signed, by giving the other not less than seven days’ notice in writing. In the case of the Care Home it will be obliged to consult with the Local Authority, the resident or the resident’s next 
of kin or a close relative of the resident about its intention to terminate the agreement. By agreement both parties will be entitled but not bound to shorten the period of notice. All fees due for any period of care of the resident will be charged to and payable by the resident and/or those who have accepted responsibility for payment whether verbally or in writing. 
Initial review following admission

During the first four to six weeks of the resident’s placement there will be a review carried out of that placement with the resident and his or her next of kin or close relative to assess how well the resident is settling in the Care Home and to assess whether the resident wishes to remain in the Care Home after expiry of that initial four week period. The detail of the assessment and the outcome will be recorded in the resident’s records.
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