ADMISSION CHECKLIST 

Full Name…………………………………………

Date of birth…………………….

Legal Status……………………………………

Date of admission…………..................

Planning Meeting (within 72 hours of admission) 

Date and time of meeting……………………………

Issue Literature to young person


· Welcome booklet  




· Complaints Procedure
Young person’s signature…………………………………..

Duties to be done within 48 hours of admission

	
	Details/Notes
	Date Completed
	Initials

	Check state of bedroom


	
	
	

	Set up files


	
	
	

	Clothing List


	
	
	

	Office index card


	
	
	

	Contact Arrangements


	
	
	

	All relevant people informed
	
	
	

	PEP status ie up to date?


	
	
	

	Health assessments status

ie up to date?
	
	
	

	Ensure education and transport arrangements are in place
	
	
	

	Ensure all relevant family informed


	
	
	

	Ensure all relevant professionals informed
	
	
	

	Link worker to be identified
	
	
	

	Personalise room


	
	
	


Topics to be discussed with young person
	
	Date 
	Initials
	
	Date
	Initials
	
	Date
	Initials

	Safe keeping of valuables
	
	
	Smoking Policy
	
	
	Daily routines
	
	

	Access to files
	
	
	Visitors
	
	
	Access to telephone
	
	

	Bedtimes
	
	
	Personal needs
	
	
	Laundry
	
	

	Pocket money
	
	
	Meal times
	
	
	Incentives
	
	

	Bullying Policy
	
	
	Allowances
	
	
	Fire drill and test
	
	

	Consequences
	
	
	Religious needs
	
	
	Contact with family/ friends
	
	


	
	Date
	Initials

	Introduce the young person to other young people and to the staff 


	
	

	Give the young person a tour of the building, highlighting different areas
	
	

	Add the young person’s name to the fire register
	
	

	Add the young person’s name to the admissions register
	
	

	Offer the young person a chance to discuss any issues that are not understood in the Welcome booklet


	
	


	
	Completed
	Reviewed / Updated
	Reviewed / Updated
	Reviewed / Updated
	Reviewed / Updated
	Reviewed / Updated

	Individual Crisis Management Plan
	
	
	
	
	
	

	Risk Assessment/

Management Plan
	
	
	
	
	
	

	Residential Placement Plan


	
	
	
	
	
	


* PLEASE ENSURE THAT ALL DOCUMENTS ARE INITIALLED AND DATED UPON COMPLETION
Initials:





Date:





Initials:





Date:








