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Appendix 1
1: Your business Name: 
2: Your service offerings
2.1: Holistic home care / personal care?
	I offer Holistic Homecare
	I offer Personal care

	Yes 
	Yes 


 2.2: Your CQC status (for Personal care providers only)
[bookmark: _Hlk214984005]I am CQC registered (INSERT ACCORDINGLY)
2.3: Holistic Homecare
Do you offer: (INSERT ACCORDINGLY)
3: PEOPLE WHO WORK IN YOUR COMPANY
Please list names of all current staff and job titles plus hours of work
	Initials

	Role
	Insert weekly average hours worked per staff member* 

	 
	MANAGER 
	25

	
	Carer (For example)
	22

	
	Carer
	20

	
	Carer
	30

	
	Carer
	25

	
	Carer
	14

	
	Carer
	12

	
	Carer
	10

	
	Carer
	8

	
	Carer
	8

	
	Total hours worked in average week
	174


*If full time, please write 37 & if part time write the number of hours they work in an average week













4: DBS 
DBS evidence for the manager/ owner and each member of client facing staff*
*DBS must be in your company name or state NACAS as an employer. We do not accept DBS certificates from a previous employer. DBS must be an ‘Enhanced Adult DBS’ as a minimum. Ideally Adults and Children even if you do not work with children. 
	Name
	Date of birth
	Original DBS Cert Number
	Original DBS Cert is saved and witnessed? *

	Enrolled in DBS update service? 
*If yes – what is the DBS update service reference no for update checks?

	
	
	
	
	Y/N
	Update checked online?** 

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	es - 
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



5. TRAINING AND COMPETENCE OF STAFF TEAM
All staff delivering support must keep up to date with their professional development and address any area or gaps within their knowledge. 
The list below sets outs some expected training that we would like staff to undertake. It is the Managers responsibility to provide the right training for all their staff based on their experience, so that they are able to provide the right support to people whom they  are working with and individual staff learning needs. Code of Conduct (Page 9 Skills for Care)
 5.1: Managers training checklist 
5.1.1: For CMEs offering Personal Care 
	
	Date on training certificate  
	Copy sent to CCC?

	One off training: Care certificate 
	
	





INSERT Name
	Core competency minimum training within the last two years  
for both CQC registered & Exempt CME Managers

	Name of training
	Date on training certificate  
	Copy sent to CCC?

	Moving and handling training
	26-03-25
	


	Medication training 
	10-11-25

	

	Infection, Prevention and Control Training
	26-03-25
	



	Core competency minimum training within the last two years for managers

	Name of training
	Date on training certificate  
	Copy sent to CCC?

	First aid training

	
	

	Health and safety including COSHH

	
	

	Safeguarding adults 
Safeguarding children 
	
	

	Confidentiality, GDPR and information Sharing
	
	

	Autism training
Oliver McGowan training
	
	

	Equality, diversity and human rights training
	
	

	Lone working training
	
	

	Food Hygiene
	
	


Continued if required
	Core competency minimum training within the last two years for managers

	Name of training
	Date on training certificate  
	Copy sent to CCC?

	First aid training

	
	

	Health and safety including COSHH

	
	

	Safeguarding adults and children training  
	
	

	Confidentiality, GDPR and information Sharing
	
	

	Autism training
Oliver McGowan training
	
	

	Equality, diversity and human rights training
	
	

	Lone working training
	
	

	Food Hygiene
	
	



6: Your staff training plan 
Please provide a brief overview of the training that you offer your staff to ensure that they are suitably experienced and knowledgeable. 
**To demonstrate that you provide your staff with ongoing development, the training plan must include at least three trainings that are updated every two years by all staff.
In the template below we suggest three trainings that most CMEs require their care staff to complete. Please delete training you do not offer or require and add training that you do
PLEASE CHOOSE 3 TRAININGS FOR EACH MEMBER OF STAFF BELOW AND UPLOAD THEIR IN-DATE CERTIFICATE
	Staff name initials
	Refreshed every 2 years **
yes or no?
	Training

	HC
	
	
	
	
	
	
	
	

	x
	
	
	
	
	
	
	Lone worker
	

	x
	
	
	
	
	
	
	Learning Disability
	


	x
	
	
	
	
	
	
	Nutrition and Hydration
	

	
	
	
	
	
	
	
	Infection Control
	

	
	
	
	
	
	
	
	Diabetes
	

	
	
	
	
	
	
	
	Risk Assessment
	

	
	
	
	
	
	
	
	Dementia Awareness
	

	
	
	
	
	
	
	
	Medication
	

	
	
	
	
	
	
	
	Catheter Care
	

	
	
	
	
	
	
	
	End of Life
	

	
	
	
	
	
	
	
	Food Hygiene
	

	
	
	
	
	
	
	
	Autism
	

	
	
	
	
	
	
	
	Dysphagia
	



6.1: Does the manager confirm that they hold on file all staff training records?  
Please mark your answer here:
	Name of manager:
Signed: 
Date: 



*As part of the TPL onboarding quality assurance process, CCC will spot check a proportion of your staff training certificates to ensure all staff are fully experienced and competent at the point of onboarding
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