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	Cambridge University Hospitals NHS Foundation Trust
Cambridge University Hospitals NHS Foundation Trust
BOX 415/234
Hills Road
Cambridge

CB2 0QQ
[bookmark: Address]
	Direct Dial:
	+447342998390

	
	Email:
	Benjamin.McQuillan@ukas.com

	
	Date:
	23 May 2023

	
	Cust No. 
	20070



[bookmark: CustomerContact]Dear Dennis,

[bookmark: Standard]Assessment Plan for

[bookmark: Project]Project Number: 303903-04
Project Name: 2023 Reassessment
Standard: IQIPS; 2023

I am writing to confirm the arrangements for the forthcoming UKAS assessment which are set out in the attached assessment plan.  Please ensure that all activities listed will be available for witnessing during the assessment along with the availability of the appropriate personnel.

Please see the Health and Safety section on the last page of this assessment plan and provide the relevant information requested.
Should you have any comments regarding the arrangements, please let me know as soon as possible.

Please can the following documents be made available via sharepoint by 18th September: 

All Services

· Divisional organisational structures
· Departmental structures
· Most recent senior management and/or governance meeting minutes
· Most recent staff meeting minutes 
· Documented roles and responsibilities 
· Job descriptions (inc. person specifications) – please include a range of staff grades
· Examples (at least two per service) contracts of employment
· Workforce metrics
· Recruitment, induction, and competency assurance policy and procedures
· Examples of induction – at least one example for each service where possible
· Example appraisals – at least one example for each service
· Training registers
· Competency assessment logs/trackers
· Examples of competency assessments – please ensure this is a representative sample of staff and clinical activities
· Quality Policy 
· Contemporary performance reports/data for the year to date against quality objectives/indicators for each service – please ensure this is comprehensive of all indicators in place 
· Year to date financial performance and annual budget
· Quality Manual
· Procedures for management review
· Most recent management reviews
· Current service/business plan
· Master list of documents in use 
· Example contracts/SLAs with external services and/or suppliers (at least one per service)
· Policy and procedures for supplier selection and purchases/procurement
· Policy and procedures for non-conformity AND incident management 
· Non-conformity logs – for each service
· Incident report showing all incidents that have occurred in the last 12 months – all services
· Audit schedules
· Examples of recently completed clinical and non-clinical audits – please include at least one example vertical, horizontal, and witness audits 
· Health and safety policy and procedures 
· Risk registers – for each service
· Business continuity plans – for each service 
· Clinical and non-clinical risk assessments
· Most recent health and safety inspections – for each service
· Examples of patient information materials – at two for each service
· Patient appointment letter templates or examples – for each service
· Example patient feedback analysis – for each service
· Procedures regarding management of informal and formal complaints
· Complaints logs – for each service
· Clinical Pathways
· Clinical Protocols, SOPs, procedures, and work instructions – please ensure this is comprehensive of all activities in appendix one
· QC records (please include worksheets, templates and forms for QC and supporting tasks where relevant)
· Clinical KPIs – please include DM01, RTT, and reporting turnarounds as relevant to each service
· Equipment/asset registers
· Calibration certificates and maintenance records
· Equipment fault management procedures
· Equipment fault logs

Audiology:

· Clinical records and reports for clinical activities list as ‘review’ in appendix one

Vascular Ultrasound

· Clinical records and reports for clinical activities list as ‘review’ in appendix one


Yours sincerely,

Benjamin McQuillan
Operations Training Manager
























Assessment Plan

	Assessment Manager:
	[bookmark: AssessmentManager]Benjamin McQuillan

	Name & Role of UKAS Assessment Team:
	Lead Assessor: Benjamin McQuillan
Technical Assessor: Claire Banks
Technical Assessor: Carolina Leal
Technical Assessor: Ed Brown
Technical Assessor: Tracey Fleming
Technical Assessor: Jamie Walton
Technical Assessor: Joanne Walker  
Lay Assessor: Sue Brain 



	Assessment and Meeting Dates and Timings
	Assessment Location

	Assessment Start Date/Time: 
	09/10/2023
0900
	Cambridge University Hospitals NHS Foundation Trust
BOX 415/234
Hills Road
Cambridge

[bookmark: AssessmentLoc]CB2 0QQ

	Assessment End Date/Time:
	20/10/2023
1630
	

	Introductory Meeting(s):
	09/10/2023 & 16/10/2023 0900
	

	Private Meeting(s):
	See Appendix 2
	

	Final Meeting(s):
	20/10/2023 1600
	

	Additional Meeting(s):
	As required
	












	Assessor
	Section/Activity to be assessed
	Staff
	Date/time

	Benjamin McQuillan
	Document Review (Audiology)

Core:

· LM2
· LM3
· LM4
· LM8
· LM9
· CL1
· SR1
· FR5
· FR6

Additional

· LM6
· CL5
· FR1

	
	16/10/2023

0930 - 1630

	Benjamin McQuillan
	Document Review (Respiratory)

Core:

· LM2
· LM3
· LM4
· LM8
· LM9
· CL1
· SR1
· FR5
· FR6

Additional 

· LM5
· LM7
· FR3

	
	17/10/2023

0930 - 1630

	Benjamin McQuillan
	Document Review (Cardiac Invasive)

Core:

· LM2
· LM3
· LM4
· LM8
· LM9
· CL1
· SR1
· FR5
· FR6

Additional 

· LM10
· FR2
· FR3

	
	09/10/2023

0930 - 1600

	Benjamin McQuillan
	Document Review (Vascular Ultrasound)

Core:

· LM2
· LM3
· LM4
· LM8
· LM9
· CL1
· SR1
· FR5
· FR6

Additional 

· CL6
· FR2
· FR4

	
	19/10/2023

	Ed Brown
	Clinical Observations (Tinnitus and Vestibular)

· CL1
· CL2
· CL3
· CL4
· PE3
· FR1
· FR5
· FR6

Please see appendix for scope of activities to observe


	
	16/10/2023

0930 - 1600

	Claire Banks
	Clinical Observations (Audiology Adult Hearing)

· CL1
· CL2
· CL3
· CL4
· PE3
· FR1
· FR5
· FR6

Please see appendix for scope of activities to observe

	
	16/10/2023

0930 - 1600

	Carolina Leal 
	Clinical Observations (Audiology Paediatrics)

· CL1
· CL2
· CL3
· CL4
· PE3
· FR1
· FR5
· FR6

Please see appendix for scope of activities to observe

	
	16/10/2023

0930 - 1600

	Carolina Leal
	Clinical Observations (Emmeline CI – Adults and Paediatrics)

· CL1
· CL2
· CL3
· CL4
· PE3
· FR1
· FR5
· FR6

Please see appendix for scope of activities to observe

	
	17/10/2023
0900 - 1700 

	Claire Banks
	Clinical Observations (Emmeline Complex Adult Assessment)

· CL1
· CL2
· CL3
· CL4
· PE3
· FR1
· FR5
· FR6

Please see appendix for scope of activities to observe

	
	17/10/2023
0900 - 1700

	Carolina Leal 
	Clinical Observations (Emmeline Paediatric Assessment)

· CL1
· CL2
· CL3
· CL4
· PE3
· FR1
· FR5
· FR6

Please see appendix for scope of activities to observe

	
	18/10/2023
0900 - 1600

	Tracey Fleming 
	Clinical Observations (Respiratory)

· CL1
· CL2
· CL3
· CL4
· PE3
· FR1
· FR5
· FR6

Please see appendix for scope of activities to observe

	
	17/10/2023
0900 – 1700

18/10/2023
0900 - 1600

	Jamie Walton 
	Clinical Observations (Cardiac Invasive)

· CL1
· CL2
· CL3
· CL4
· PE3
· FR1
· FR5
· FR6

Please see appendix for scope of activities to observe

	
	17/10/2023
0900 – 1700

18/10/2023
0900 - 1600

	Joanne Walker  
	Clinical Observations (Vascular Ultrasound)

· CL1
· CL2
· CL3
· CL4
· PE3
· FR1
· FR5
· FR6

Please see appendix for scope of activities to observe

	
	11/10/2023
0900 – 1700

12/10/2023
0900 - 1700

	Susan Brain 
	Patient Experience: Desktop Review (All services)

· PE1
· PE2
· PE4

Patient Experience: On-site Review (Respiratory and Vascular)

· PE1
· PE2
· FR1


	
	16/10/2023
0930 - 1600


16
Health and Safety (On-Site)
In order to enable UKAS to effectively plan and execute the assessment, please provide UKAS with details of any significant site health and safety risks the team should be aware of (provide a copy of the significant site risk assessments relevant to the UKAS assessment), and details of any site specific Personal Protective Equipment requirements that may affect our staff.  The information should be provided to UKAS ideally 10 but at least 5 working days prior to the start of the assessment.

When attending site, please help keep our team safe.  Communicate all relevant Health and Safety information to our staff upon arrival.  This includes but is not limited to emergency details, muster points, first aid, safe pedestrian routes, any special access requirements etc.
Appendix One
The following is a list of activities for each modality that require to be observed. Those listed as essential must be observed during this assessment. Activities listed as ‘Review’ will be included through review of test results and clinical reports.
	Modality
	Activity
	Comment
	Assessor
	Seen
(TA to Complete)

	Adult Hearing Services
	History Taking
	
	CB
	

	
	Otoscopy
	
	CB
	

	
	PTA
	
	CB
	

	
	OAEs
	Essential 
	CB
	

	
	ABR
	Essential
Review 
	CB
	

	
	IOI-HA
	
	CB
	

	
	Impression Taking
	Essential
	CB
	

	
	Hearing Aid Fitting
	Essential
	CB
	

	
	REMs
	Essential 
	CB
	

	
	Aural Rehabilitation 
	
	CB
	

	Tinnitus Services 
	TFI
	Essential
	EB
	

	
	Tinnitus Couselling
	Essential
	EB
	

	
	Sound Enrichment Devices
	Essential
	EB
	

	Vestibular Services
	History Taking
	
	EB
	

	
	Calorics 
	Essential
	EB
	

	
	VNG
	
	EB
	

	
	VEMPS
	Essential
Review
	EB
	

	
	Vestibular Rehab
	Essential 
	EB
	

	Paediatric Hearing Services
	History Taking
	
	CL
	

	
	Otoscopy
	
	CL
	

	
	Distraction Testing
	Essential 
	CL
	

	
	VRA
	Essential
	CL
	

	
	Performance Test
	Essential
	CL
	

	
	Manchester Picture Test
	Essential
	CL
	

	
	OAEs
	Essential 
	CL
	

	
	High Frequency Tymps
	Essential
	CL
	

	
	Impression Taking
	Essential
	CL
	

	
	Hearing Aid Fitting
	
	CL
	

	
	RECDs
	
	CL
	

	
	PEACH 
	Essential
	CL
	

	
	Tinnitus Counselling
	Essential
Review 
	CL
	

	Emmeline Adult Hearing Services
	Adults with Additional Needs Assessment
	Essential 
	CB
	

	
	Adults with Additional Needs Rehab 
	Essential
	CB
	

	
	BAHA Assessment
	Essential 
	CB
	

	
	OAEs
	Essential 
	CB
	

	
	TENS Test
	Essential
	CB
	

	
	Wax Removal – Manual
	Essential 
	EB
	

	
	Wax Removal - Suction
	Essential 
	EB
	

	
	Neurological ABR
	Essential Review
	CL
	

	
	ASSRs
	Essential Review
	CL
	

	
	Corticals
	Essential Review
	CL
	

	
	Electrocochleography 
	Essential Review
	CL
	

	
	ASSE
	Essential Review
	CL
	

	
	CAP 2
	Essential Review
	CL
	

	
	SIR
	Essential Review
	CL
	

	
	CUNY
	Essential Review
	CL
	

	
	Cochlea Implant Assessment
	Essential Review
	CL
	

	
	Cochlea Implant Mapping
	Essential Review
	CL

	

	Emmeline Paediatric Hearing Services
	History Taking
	
	CL
	

	
	Otoscopy
	
	CL
	

	
	Distraction Testing
	Essential
	CL
	

	
	McCormick Toy Test
	Essential
	CL
	

	
	Play Audiometry 
	Essential
	CL
	

	
	OAEs
	Essential
Review
	CL
	

	
	ABR
	Essential
Review
	CL
	

	
	Cochlear Microphonics
	Essential
Review
	CL
	

	
	ASSRs
	Essential
Review
	CL
	

	
	Corticals
	Essential
Review
	CL
	

	
	Speech Spatial Questionnaire
	Essential
Review
	CL
	

	
	CAP 2
	Essential
Review
	CL
	

	
	Hearing Aid Fitting 
	Essential
	CL
	

	
	REMs
	Essential
Review
	CL
	

	
	RECDs
	Essential
	CL
	

	
	Cochlear Implant Assessment
	Essential
	CL
	

	
	Cochlear Implant Fitting
	Essential
	CL
	

	
	BAHA Assessment 
	Essential
Review
	CL
	

	
	BAHA Fitting
	Essential
Review
	CL
	

	
	Middle Ear Implant Programming 
	Essential
Review
	CL
	

	Respiratory Services
	Spirometry 
	
	TF
	

	
	Single Breath Gas Transfer
	
	TF
	

	
	Body Plethysmography
	Essential
	TF
	

	
	Total Lung Nitric Oxide
	Essential 
	TF
	

	
	Bronchodilator Response
	Essential 
	TF
	

	
	Overnight Oximetry
	Essential
	TF
	

	
	Capillary Blood Gases
	
	TF
	

	
	Pulmonary Shunt Study 
	Essential
	TF
	

	
	Impulse Oscillometer
	Essential
	TF
	

	
	Skin Allergy Testing
	Essential
	TF
	

	
	Six Minute Walk
	
	TF
	

	
	Incremental Shuttle Walk
	
	TF
	

	
	Exercise Induced Bronchoconstriction
	
	TF
	

	
	Methacholine Challenge
	Essential 
	TF
	

	
	Airways Resistance 
	Essential
	TF
	

	
	Hypoxic Challenge
	
	TF
	

	
	Mannitol Challenge
	Essential 
	TF
	

	
	Exhaled CO Monitoring
	Essential
	TF
	

	
	Exhaled Nitric Oxide
	
	TF
	

	
	Nasal Nitric Oxide
	Essential
	TF
	

	
	Respiratory Muscle Assessment
	Essential 
	TF
	

	Cardiac Invasive 
	Pacemaker Implant
	Essential
	JW
	

	
	Cardiac Resynchronisation Therapy Implant
	Essential
	JW
	

	
	Cardiac Resynchronisation Therapy Defibrillator Implant 
	
	JW
	

	
	Temporary Pacing
	Essential
	JW
	

	
	Pacemaker Implant Follow-Up
	Essential
	JW
	

	
	Implantable Defibrillator Follow-Up
	
	JW
	

	
	Cardiac Resynchronisation Therapy Defibrillator Follow-Up
	Essential
	JW
	

	
	
	
	JW
	

	
	CRT Optimisation
	Essential
	JW
	

	Vascular Ultrasound
	Ankle & Brachial Pressure Index Measurement
	Essential
	JW2
	

	
	Pre & Post Exercise ABPI 
	Essential
	JW2
	

	
	Lower Limb Arterial Duplex
	
	JW2
	

	
	Upper Limb Arterial Duplex
	
	JW2
	

	
	Abdominal Aortic Aneurysm Duplex
	Essential
	JW2
	

	
	Arterial Bypass Graft/Stent Duplex
	Essential
Review
	JW2
	

	
	Endovascular Aneurysm Repair Duplex
	Essential 
Review
	JW2
	

	
	Extra-cranial Carotid Artery Duplex
	Essential
	JW2
	

	
	Thoracic Outlet Syndrome
	Essential
Review
	JW2
	

	
	Toe Pressures
	Essential
	JW2
	

	
	Lower Limb Venous Duplex - Reflux
	
	JW2
	

	
	Pre-operative Vein Mapping
	
	JW2
	

	
	Upper Limb Venous Duplex
	
	JW2
	



Appendix Two
AM/TA debrief meetings
	Assessor
	Modality
	Date/Time

	CB
	Audiology 
	Day 3: 1600

	CL
	
	Day 3: 1600

	EB
	
	Day 1: 1630

	TF
	Respiratory
	Day 3: 1600

	JW
	Cardiac Invasive
	Day 3: 1600

	JW
	Vascular Ultrasound
	Day 4: 1600
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