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Executive Summary

The purpose of this report is to outline the new process which all internal
care home management staff will be adopting for monitoring, tracking and
reporting on care home inspections carried out by the Care Inspectorate.

The revised reporting process will apply to both announced and
unannounced care home inspections of our internal care homes.

Recommendations
The Audit Committee is asked to consider and comment on:

the content of this report.

Background

In December 2020 there was a breakdown in the normal lines of reporting
resulting in an issue with the notification of care home inspections. Normally
the HSCP would receive communication direct from the Care Inspectorate
regarding inspections.

Due to a breakdown in communication. The senior management team (SMT)
at Falkirk HSCP were only made aware that an inspection had taken place at
Burnbrae Care Home when reporting was being compiled for the November
IJB Meeting.

In January 2021, the Business Management Co-ordinator was tasked with
looking to develop a new internal care home inspection reporting process
with assistance from the Care Home Operational Manager.

A review was carried out of the current reporting process was instigated to
identify the key stages of communication of each stage the care home
inspection process (please see Appendix 1).

Findings indicated that improvements were required to systematically record,
track and report on Care Home Inspections.

Asa result of the review a new care home reporting process was designed
using MS Forms, MS Teams & MS Outlook. This process will would notify all
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the members of SMT at Falkirk HSCP of any announced or unannounced
care home inspections and would also provide the status of any on-going
inspections in “real-time” and progress with any improvement actions.

The process was tested in May and June 2021, and the new internal Care
Home Reporting Process was presented to the Senior Leadership Team on
17 June 2021 by the Business Management Co-ordinator (Please see
Appendix 2). Note that inspections of external care homes are dealt with
separately.

Guidance notes and training on the new reporting process are being
delivered to all care home managers throughout September 2021.

The New Care Home Inspection Reporting Process

The “Care Home Inspections Reporting Team” has been created on MS
Teams and individual Teams Channels have been created for each care
home and day service centre:

= Burnbrae Care Home
= Cunningham House

= Grahamston House

= Summerford House

= Thornton Gardens

= Dundas Resource Centre

= Oswald Avenue Day Centre

Each care home manager/assistant manager has been added as channel
members and members from Falkirk HSCP SMT have been added to the
senior management channel.

The “key reporting points” at each stage of the Care Home Inspection
Process have been identified and mapped to an on-line form using) which
auto-populates the tracking spreadsheet and an email is circulated to the
SMT to advise that an inspection is taking place. Please see appendix 3

The use of the automated processes ensures that Care Home teams and
senior managers have easy access to the system and the information within
it.

The new process is being rolled out in September 2021.

Conclusions

There will be less risk of manual error with the new process using automated

functions and email notifications to assist with tracking, monitoring and
reporting on care home inspections.



5.2 As mentioned in section 3.11 above guidance notes have been completed
and training is currently being rolled out for the new internal care home
inspection reporting process. The new care home inspection reporting
process will be followed by all care home managers from 15t October 2021
Resource Implications
There are no resource implications arising from this report.

Impact on IJB Outcomes and Priorities

A well-functioning internal care home inspection reporting system is
essential in ensuring effective governance and delivery of Best Value. This
will ultimately assist the I1JB to deliver its strategic outcomes and priorities.
Directions

A new Direction or amendment to an existing Direction is not required as a
result of the recommendations of this report.

Legal & Risk Implications

There are no specific legal implications arising from this report. The key risk
would be the failure to complete the on-line forms, or doing so incorrectly,
which would result in poor quality of information available to SMT. However
there should be less scope for manual error due to the new process using
automated functions to assist with tracking, monitoring and reporting any
care home inspections.

Consultation

There are no consultation requirements arising from this report.

Equalities Assessment

There are no equalities implications arising from this report.

6. Report Author
Tracey Reilly, Falkirk HSCP Business Management Co-ordinator)

7. List of Background Papers
N/A

8. Appendices

Appendix 1: Diagram of the Workflow of the Care Home Inspection Process

Appendix 2: Presentation to Senior Leadership Team
Appendix 3: Examples of On-line Forms
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» Currently the reporting of care home inspections is
reliant upon care home staff alerting the senior
management team when an inspection takes place.

* This can be overlooked especially when a Care.
Inspector arrives unannounced, and an inspection is
underway.

» Senior management team sometimes only advised
of care home inspection findings when published on
the Care Inspectorate website.

: Januar%// February 2021 — review carried out of the
current reporting process.

* Findings indicated that there was no clear or well-
defined system for tracking and reporting on Care
Home Inspections for Care Home Staff to follow or
for SMT to track.
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PRIORTO AN CARE INSPECTOR (ClI) SENDS A CARE HOME IS TO PROVIDE
INSPECTION: QUESTIONNAIRE TO THE CARE QUESTIONNAIRE TO FAMILIES
g HOME FOR COMPLETION

INSPECTION
TAKES APPROX
2-3 DAYSTO

THE CI MEETS WITH TIME IS SPENT WITH THE MANAGER THE CARE INSPECTOR
* RESIDENTS, STAFF AND REQUESTS ARE MADE FOR ANY ARRIVES AT CARE HOME
MEMBERS AND WILLCALL | PAPERWORKWHICH IS REQUIRED AS ANNOUNCING THAT AN
STAGE 2: FAMILY MEMBERS AS PART PART OF THE INSPECTION INSPECTION IS TO TAKE PLACE |
EVALUATION OF THE INSPECTION

Workflow

THE SERVICE
IS MATCHED

Process

THE CI EVALUATES ALLTHE THERE IS A FEEDBACK SESSION ;
EVIIDENCE AND DETERMINES BETWEEN THE CI AND THE STAGE;E'P?:TDRAFT DRAFI
THE SERVICE GRADING BASED MANAGER. THE SERVICE @ REPORT IS
ON WHETHER THOSE MANAGER MAY BE REQUESTED fROVIDEDTO
STANDARDS ARE BEING MET TO ATTEND THIS bl gE

INFORMED THAT THE FINAL THE CARE INSPECTORATE WEBSITE

- THE MANAGER IS | THE FINALREPORT IS PUBLISHEDON
‘ E REPORT IS BEING WITHIN 4-6 WEEKS OF THEEND OF THEIR LINE MANAGER/SERVICE

PUBLISHED THE INSPECTION MANAGER TO DISCUSS AS PART OF
THEIRREVIEW

CARE HOME INSPECTION PROCESS
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Developing

the Reporting
Tool

Falkirk
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The “Care Home Inspections Reporting Team” was created on MS Teams.
Teams Channels were set up for each care home and day service centre:

Burnbrae - Cunningham House — Grahamston House - Summerford -Thornton
Gardens - Dundas - Oswald Avenue

Every care home manager/assistant manager were added as channel members.

A senior management channel was created where a care home inspection tracking spreadsheet
is located within the files section of the channel.

Established the “key reporting points” at each stage of the Care Home Inspection Process and
developed on-line forms.

The on-line form auto populates a tracking spreadsheet which has separate tabs for each care
home.

The tracking spreadsheet is available to be viewed by any member of the senior management
channel at anytime.

Links to on-line forms have been inserted into each Care Home Channel ensuring the care home
teams always have easy access to the forms.

May 2021 - completed email notification testing and testing correct cells and tabs in tracking
spreadsheet were automatically populated from completion of each MS Form.




* When the questionnaire is received by the Care Home
from the Care Inspectorate, the below form is completed.

Burnbrae CH Care Inspection - Stage 1

- L eceiptl of guesthionnare from Cane Inspectorate

°
Key Reporting
°
PO I n t — Hi Lomrame. when you submit this form. the owner will be able 10 see your name and emadl address
] * Required
Receipt of the | -
1. What date did you receive the Care Inspectorate Questionnaire *
° °
Questionnaire

ALEVE
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* When the Care Inspector arrives and announces the

inspection (Form 2a) and concludes the inspection (Form
2b):

Burnbrae CH Care Inspection -

Stage 2 (a) Burnbrae CH Care Inspection -

Stage 2 (b)

Comple en Care Inspect

° Hi Lofrasne, when you submit this form, the owner will
Re O r‘t I n be able 1o see your name and email address.
Hi Lorraine, when you submit this form, the owner will
P ° t T h " Required be able 1o see your name and email address.

1.What date did the Care Inspector arrive heguaned

C H and announce Inspection *

a-re O m e — 1.What date did the Care Inspector
a Please input date in format of dd/.. complete |n5pe(tion *

Inspection

Please input date in format of dd/...
2.1s this an UNANNOUNCED Inspection

(yes/no answer only) *

Enter your answer
Submit

Falkirk
Health and Social Care
Partnership 6




* When the draft report is received once the Care Inspection
has been completed the below form is submitted.

Burnbrae CH Care Inspection -
Stage 3

Complete this form when the Cl draft report is received
after Inspectson

o
Key Reporting '
Point — Draft (i dhssroa b Tt s i
Care * Required
. .What date did ive th ft
Inspection e

Repo r't Please input date in format of dd/...

2. Please confirm that you have shared
the report onto the Teams channel *

C‘ Yes

'f::' Mo
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* When the final report is published on the Care Inspectorate website,
the below form is completed indicating that the report has been saved
in the appropriate Teams channel:

surnbrae CH - Care Inspection
Final Published Report - Stage 4

Key Reporting
Point — Final

Hi Lomraine, when you submit this form, the cwner will
be able to see your name and email address.

* Required

[ ]
Repo r-t IS 1. Please advise publish date of Final Care
° Inspectorate Report *
published

Please input date in format of dd/...

2. Please confirm that you have saved a
copy of the Final Care Inspectorate
Report in the Teams channel *

O Yes

) No

Falkirk
Health and Social Care
Partnership 8




Update to Spreadsheet for SMT

Burnbrae Burnbrae Burnbrae Burnbrae Burnbrae Part 2b- Burnbrae Burnbrae Part 3- Burnbrae Burnbrae Part 4 - Burnbrae

o
I rac kl n g Part 1 - DATE Part1- Part 1- Part 2a - DATE INSPECTION  Part 3 - DATE HAS REPORT BEEN Part 4 - DATE HAS THIS REPORT  Part5-
QUESTIONNA NAME OF  NAME OF  DATE CONCLUDED DRAFT SHAREDTOMS  ADVISED OF BEEN SAVED IN THE CLOSED BY:
IRE RECEIVED CARE CARE HOME INSPECTOR REPORT TEAMS CHANNEL?  FINAL SHARED DRIVE?
S p read s h eet INSPECTOR  LEAD ANNOUNCES RECEIVED REPORT
INSPECTION BEING
PUBLISHED
1/06/2021 JoeSmith  Kathylones 08/06/2021 2021-06-12 14/06/2021 Yes 16/06/2021 Yes

lorrainep.scotNo lorrainep.scott@falki lorrainep.scott@fal lorrainep.scott@falk
t@falkirk.gov rk.gov.uk kirk.gov.uk irk.gov.uk
Juk

Falkirk
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The Next

Steps!

Falkirk

Health and Social Care

Partnership

*June 2021 — final testing with MS channel
members.

*July 2021 — Procedures and instructional
video completed & communication sent out
to all care home managers with procedures
and video instructions attached.

*August 2021 — Care Home Inspection
Reporting Process to "Go Live".

10



Contacts

Tracey Reilly

Business Management Co-
Ordinator
tracey.reilly@falkirk.gov.uk

Falkirk
Health and Social Care
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Appendix 2

PRIOR TO AN CARE INSPECTOR (CI) SENDS A CARE HOME IS TO PROVIDE
INSPECTION: |  QUESTIONNAIRE TO THE CARE QUESTIONNAIRE TO FAMILIES
] HOME FOR COMPLETION AT

CARE HOME
NSPECTION

INSPECTION
TAKES APPROX
2-3 DAYS TO

COMPLETE

RESIDENTS, STAFF AND REQUESTS ARE MADE FOR ANY ARRIVES AT CARE HOME
MEMBERS AND WILL CALL PAPERWORK WHICH IS REQUIRED AS ANNOUNCING THAT AN
STAGE 2: FAMILY MEMBERS AS PART PART OF THE INSPECTION INSPECTION IS TO TAKE PLACE
EVALUATION OF THE INSPECTION

f THE CI MEETS WITH TIME IS SPENT WITH THE MANAGER THE CARE INSPECTOR

THE SERVIC

IS MATCHED
AGAINST A THE CI EVALUATES ALL THE THERE IS A FEEDBACK SESSION

TAGE 3: THE DRAFT
SET OF EVIIDENCE AND DETERMINES BETWEEN THE CI AND THE JIAGE

STANDARDS| THE SERVICE GRADING BASED MANAGER. THE SERVICE @ REPORT
ON WHETHER THOSE MANAGER MAY BE REQUESTED

STANDARDS ARE BEING MET TO ATTEND THIS

INFORMED THAT THE FINAL THE CARE INSPECTORATE WEBSITE TO SEND THE DRAFT REPORT ONTO

REPORT IS BEING WITHIN 4-6 WEEKS OF THE END OF THEIR LINE MANAGER/SERVICE
PUBLISHED THE INSPECTION MANAGER TO DISCUSS AS PART OF

{ THE MANAGERIS | *  THE FINAL REPORT IS PUBLISHED ON THE MANAGER IS ALSO REQUIRED
THEIR REVIEW

CARE HOME INSPECTION PROCESS



Appendix 3

STAGE 1 - When the questionnaire is received by the Care Home from the Care Inspectorate, the
below form is completed.

Burnbrae CH Care Inspection - Stage 1

Complete on receipt of questionnaine from Cane Inspectorate

Hi Lomamea. when you submit this form. the owner will be able to see your name and email address

* Required

1. What date did you receive the Care Inspectorate Questionnaire *

ED

STAGE 2 - When the Care Inspector arrives and announces the inspection (Form 2a) and concludes
the inspection (Form 2b):

Burnbrae CH Care Inspection -

Stage 2 (a) Burnbrae CH Care Inspection -

€ camplete when Care Inipecton arrecs fox RN

Stage 2 (b)

Compilete when Care Inspector concludes inspection
Hi Lofrasne. when you submit thes form, the owner wall

be able 10 S@€ your name and emal 300ress

Hi Lorraine, when you submit this form, the owner will
be able to zee your name and email address

1. What date did the Care Inspector arrnive " Required
and announce Inspection *

1. What date did the Care Inspector
complete Inspection *

Please inpaut date mn format of dd/..

Please input date in format of dd/..

2.15 this an UNANNOUNCED Inspection
(yes/no answer only) *

Colurmid




STAGE 3 - When the draft report is received once the Care Inspection has been completed the below
form is submitted:

Burnbrae CH Care Inspection -
Stage 2

Complete this form when the Cl draft report is received
after Inspection

Hi Lomaine. when you submit this form, the ocwner will
be able to see your name and email address.

= Required

1. What date did you receive the Draft
Care Inspection Report *

Please input date in format of dd/...
2. Please confirm that you have shared
the report onto the Teams channel *

() Yes

./ Mo

STAGE 4: When the final report is published on the Care Inspectorate website, the below form is
completed indicating that the report has been saved in the appropriate Teams channel:



Final Published Report - Stage 4

Please complete when Final Care Inspechhon Report 1=

reCEnea

Hi Lormaine, when you submmit this form, the cwrner will
be able to see your name and email address.

T Recuerad

1. Please advise publish date of Final Care
Inspectorate Report *

Please input date in format of dd/...

2. Please confirm that you have saved a
copy of the Final Care Inspectorate
Report in the Teams channel *

4 Yes

W

Yy



