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300 Management and Administration Core
3. Quality and compliance 
Worksheet 9: Regulatory inspections (tutor)
Task brief: 
You work as an office administrator in a nursing home, helping with the administration and business support function. The nursing home has a regulatory inspection due.

You have been asked by your manager to assist with preparation for the inspection by creating a document aimed towards staff, which will inform them how they can prepare for the forthcoming inspection and the potential impact to them and the organisation if they are not compliant with the regulatory body regulations.

The document should not be greater than one side of A4 paper. 

Tutor guidance:

Learners should submit a one-page document. The document should include suggestions that would be appropriate and realistic for staff to consider in order to prepare for the forthcoming inspection. 

Suggestions for preparation could include:
· Hold staff meeting and discuss the inspection agenda.
· Allocate staff tasks based on the nature of the inspection. 
· Liaise with staff to ensure that the items requests by the regulatory body are available for review. 
· Complete regular ‘mock inspections’ internally to identify any gaps.
· Prepare all organisation documentation such as policies, procedures, organisation charts, etc.

Potential impacts of being non-compliant could include:
· job losses, budget reductions, no service for customers, customer dissatisfaction, fines, prohibition notice issued, suspension issued.  
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