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	ROUTINES OF THE HOME



The routines of the home are as follows:

1. DAILY

	 06.30
	Night RN does Drug Round upstairs

	 07.00
	Night Care Assistants give early morning care and make vacated beds

	 07.45
	The night Care Assistants report the shift to the night RN before going off duty at 08.00

	08.00
	The Day RN does drug round downstairs

The night RN reports to the day shift RNs
The Care Assistants serve breakfast to all residents, ensuring that the dependant residents are fed individually
The day shift RN plans the allocation and work for the day, visits residents and issues new charts as necessary

	 08.45
	The RN briefs The Care Assistants and agrees work plan for the shift 

	09.00
	The Care Assistants wash, bathe (as required) and dress residents. The residents are then helped to their chosen area to take part in an activity of their choice. They are helped to transfer into comfortable chairs
If a second RN or any care assistants  shift is starting at 09.00 the 1st RN gives a brief report

	 09.15
	The RNs carry out clinical procedures and supervise the Care Assistants in their routine work

	10.30
10.30
onwards


	Kitchen Assistant and the Care Assistants give residents tea/coffee and biscuits
Mail is delivered to the home on a daily basis.  It is the responsibility of the Nurse in Charge to ensure that mail is distributed to individual residents as soon as possible 
Staff take staggered coffee breaks, ensuring that there are always  Care Assistants available on both floors to answer call bells and to attend to residents needs 

	11.00
	The Care Assistants continue to wash/bath residents and to assist them with their toilet/hygiene needs as required

	11.30
	Care Assistants offer all residents the opportunity to go to the toilet, check all pads and change wet pads as required prior to lunch

	11.50
	The Care Assistants help the residents to the dining room for lunch

	12.15
	 RN conducts a medicine round
The cook serves lunches
The Care Assistants help with serving and assist residents with feeding as necessary.

	13.00
	The Care Assistants offer help with the toilet to more able residents and ensure that less able residents are clean and dry. They are then made comfortable ready for the afternoon’s events 

The Domestic staff vacuums the dining room

	13.45
	The Care Assistants report the shift to the RN before going off duty at 14.00. 

The RNs discuss the morning shift 

	14.00
	The RN reports to the afternoon Care Assistants and agrees a plan of work for the shift
Residents take part in the afternoon’s activities programme, as appropriate

	15.00
	The Care Assistants serve tea/coffee and biscuits to the residents 

The Care Assistants see to residents needs as necessary

	16.00
	Staff take staggered tea breaks (ensuring that there are always Care Assistants available to answer call bells and attend to the residents needs as required
The Care Assistants reset the tables for supper

	16.45
	Care Assistants offer all residents the opportunity to go to the toilet, check all pads and change wet pads as required.

	17.00
	The Care Assistants help the residents to the dining room for supper

	17.15
	Suppers are served
The RN conducts a medicine round

	18.00
	The Care Assistants help with toilet needs for all residents and either make them comfortable in the lounge or help them to bed as they wish

	19.00
	The Care Assistants tidy all common rooms and leave clean
Drinking water jugs and glasses to be changed and replaced in all rooms

	19.45
	The Care Assistants report the shift to the RN before going off duty at 20.00

	20.00
	The day RN reports to the night RN

	20.15
	The night RN briefs the night Care Assistants and agrees a work plan for the shift
One carer is to supervise 1st floor at all times
The Care Assistants provide the residents with evening drinks and snacks
Any crockery left from evening shift to be collected and removed to the kitchen for washing
Lounges to be checked and left clean and vacuumed ready for occupation in the morning 

The Care Assistants prepare residents for bed and settle them in for the night as required
The RN gives night sedation and medication
Rooms are to be left tidy, free from dirty laundry and unnecessary clutter

	24.00
	Two carers are to be based on the 1st floor throughout the night, relieving each other for breaks.

The RN and remaining carer will be based on the ground floor throughout the night also relieving each other for breaks

The RN and the Care Assistants give residents individual care throughout the night as required.

Laundry is to be kept up to date throughout the night, concentrating on red bags, blankets towels and sheets.

The Kitchen is prepared for breakfast


2.    WEEKLY/MONTHLY

· The Manager and  the Directors meet monthly at a mutually convenient time to discuss all aspects of the management of the home.  These meetings are formally recorded and the master copy of the minutes is retained in the Director’s Office
· A nominated auditor completes the Internal Quality Audits shown in the annual plan each month (reference Form F-5)
3.   HALF YEARLY/YEARLY

· The  Manager, the Directors and Quality Assurance Auditor hold a Quality System Review Meeting every year (reference Policy No P-8)
· An event or “gathering” is arranged at three to six monthly intervals inviting all our “Friends”, including relatives, visitors and other professionals to join with us in a social way. 
· The  Manager reviews the performance of all full/part time (but not bank) staff every July (reference Policy P-18)
· The Directors review the performance of the Manager every year (reference Policy P-18)
