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	HANDLING ENQUIRIES REGARDING BED VACANCIES



1.
Upon receipt of an enquiry about a possible vacancy, the Nurse-in-Charge will complete an Enquiry Form, provided that the enquirer is willing to provide the information.

2.
The recipient of the call will send a brochure to the enquirer outlining brief details of the Home and the services offered.  The caller will also be referred to the homes website.
3.
If there is no vacancy at present, the enquirer will be placed upon a Waiting List if he / she is still interested.  The Manager will arrange to complete a pre admission assessment and draw up a proposed care plan to ensure that the client and relatives are happy with the home.

             If there is a vacancy, arrangements will be made as follows:

3.1
The enquirer (and the prospective resident, if appropriate) will be invited to visit the Home and inspect the premises and facilities offered.

3.2
Whenever geographically possible the Manager will visit the prospective resident and will carry out a pre-admission assessment and draw up an initial care plan and accompanying Risk Assessment documents.
      These will be compressed into a pack and wherever possible e-mailed to the relative or Care Manager.
 4.   When all parties are satisfied a contract is drawn up and duly signed by the         appropriate people.  The Care Plan is also signed by the next of kin or client themselves. 

Arrangements will then be made for admission as quickly as possible. 

