STANDARD OPERATING PROCEDURE   |   Admissions
Standard Operating Procedure
Admission of a New Resident
	SOP Reference
	CARE-05

	Category
	Care Delivery

	Risk Level
	MEDIUM

	Applies to
	Manager / senior staff

	Version
	1.0 (DRAFT for manager review)

	Date created
	June 2026

	Review date
	June 2027 (review at least annually)

	Owner / approver
	Andrea Tomkins (Registered Manager)



1. Purpose
To ensure new residents are admitted safely and smoothly, that the home can genuinely meet their needs, and that everything is in place for good care from day one.
2. When this procedure applies (the trigger)
1. An enquiry or referral for a new resident, through to their move-in.
3. What to do — step by step
1. Carry out a pre-admission assessment of the person's needs to confirm the home can meet them safely (staffing, skills, environment).
1. Agree the terms: contract/terms of residence, fees, and what is included, shared clearly with the resident/representative.
1. Gather essential information before/on arrival: medical history, current medicines, GP details, allergies, next of kin, DNACPR/ReSPECT status, communication and dietary needs, and preferences.
1. Prepare the room and any equipment identified in the assessment.
1. On admission, complete initial care plan and risk assessments (see CARE-01, CARE-02) and check in medicines (see MED-01).
1. Welcome the resident, introduce key staff, and orient them and their family to the home (including how to raise concerns).
1. Register with GP/services as needed and record consent and capacity matters.
1. Review settling-in within an agreed period and adjust the plan.
4. Do and Don't summary
	✓ WHAT YOU SHOULD DO
1. Assess needs before admitting to confirm you can meet them
1. Gather meds, medical info and key contacts on arrival
1. Complete care plan and risk assessments at admission
1. Welcome and orient the resident and family
1. Review how they're settling and adjust
	✗ WHAT YOU SHOULD NOT DO
1. Do NOT admit someone whose needs you can't safely meet
1. Do NOT start care without medicines and key info in place
1. Do NOT delay the initial care plan and risk assessments
1. Do NOT overlook consent, capacity and DNACPR status
1. Do NOT skip explaining how to raise concerns/complaints



5. Who to contact
	Manager / admissions lead
	Name: Andrea Tomkins   Tel: 01704 564801 / 07912 939719

	GP surgery
	Tel: 01704 566646

	Supplying pharmacy
	Tel: 01704 835500

	Placing authority / social worker
	______________



6. Recording
Keep the pre-admission assessment, contract, initial plans and consent records. These show admissions are safe and that the home only takes residents whose needs it can meet.
7. Related procedures
1. Care plans SOP (CARE-01)
1. Risk assessments SOP (CARE-02)
1. Medication ordering/storage SOP (MED-01)
1. Mental capacity SOP (CARE-04)
8. Manager review checklist
Confirm: a pre-admission assessment form and contract exist; the admission checklist covers meds, DNACPR, consent; placing-authority contacts are filled in. Complete header boxes and mark 'Done'.
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