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Introduction

This checklist is to support those Supervisors or Assistant Managers who wish to develop their skills and knowledge to Manager posts.  There are gaps at the bottom of each section which allows you to add specific / other information as required.

Checklist  
	Name	
	

	Date commenced
	

	Goal -What do I want to achieve 	
	How you have achieved this / Actions/sign off

	Human Resources
· Access people management portal to create tickets.
· Access HR/Admin to create tickets with request/queries.

	

	Induction 
· Training matrix / Training profiles.
· Probation.
· I1 Induction checklist / Cumberland Council Induction. 
· DBS.
· Absence and wellbeing policy explained.
· Supervision.
· Appraisals.


	

	Meetings
· Attend Managers weekly catch ups / sharing updates and lessons learned.
· Managers walk round.
· Managers monthly meeting.
· Staff meetings.  


	

	Administrative
· To access IAS to carry out person centred care planning audit and how to feedback the outcome to supervisor/s (Where applicable).
· Completing the P5 audit to reference IAS audit (where applicable) and staff files audit. 
· Scanning documents to email and saving in designated folders/IAS (Everyone’s Job).
· Completing P5 medication audits monthly.
· Complete the managers monthly M7 checklist. 
· Completing CQC notifications i.e. disruption to the service, death of service user, safeguarding, serious injury.
· End of month information – Performance plus is completed monthly inputting data that then reflects on risk matrix.
· DOLS / DOL.
· Capacity assessment / Grievances.
· Complaints. 
· Accessing SharePoint. 
· Safeguarding / reporting.
· Investigation / fact finding.
· MUST Tool monthly audits (if applicable).  
· TV Licences-Individual & communal 
· MPLC (Motion picture licencing company). 
· Achieving & record retention.


	




	Health & Safety / Building 
· Monitor Health and Safety and check the monthly equipment list is completed.
· Call bells checked monthly (If applicable).
· Running water in little or unused outlets monthly.
· Access E -safety to input accidents/incidents and add actions.
· Monitor the building maintenance working sheet- M12. 
· Internal audits-Check and update any actions.
· Cleaning. 
· IPC - Handwashing / Doffing and Donning.
· Emergency contingency plan.
· Monthly risk assessments update.
· Falls analyse. 
· Health & Safety Law poster.
· Public liability/Zurich.
· Accidents and incidents / reporting.


	






	Staffing 
· Staffing numbers.
· Vacancy jobs.
· SIT REP- Agency hours, absence hours, annual leave hours.
· Job Vacancies – Check where we are with vacancies every two weeks. 
· Recruitment-Weekly catch up-Interview process and service centre tickets.
· Family Tree updates / cross reference with rota.


	
.



	Vacancies / Admissions 
· Vacancy information, residents, bed list. Update bed information on bed list.
· Carry out admissions from referrals – The admissions mailbox explained. 


	

	Training & Development 
· Further development. 
· Training identified,
i.e.: recruitment & selection,
management development.


	

	Finance
· Checking Payroll. Monthly wages, how to complete and check. 
· Payroll Issues / problem solving.  
· Access E5 for Budget manager to monitor spends budget figures.
· Procurement.
· Amenities / Petty Cash 
· Managing budgets.


	

	Services
· Activities throughout the establishment.
· Kitchen areas - HACCP
· Pilots/projects I-stumble iPad (where applicable).
Health call

 
	

	Development plan
· What has arisen whilst development training undertaken?
· Support for supervisors’ development plans / how to manage their teams and workloads. 


	

	Other 



	



	Extra Care Housing Servce
	Support at Home Service
	OA Day Services 
	Residential Services 
	DMH Day Services
	DMH Supported Living Services
	Community Equipment Services
	Shared Lives Service
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