Good Practice Forum – Meeting 11 – 25 September 2025

Dawn Duffy, Registration and Enforcement Senior Manager with Care Inspectorate Wales
· Best tips about how to ensure your application for registration is effective
· What CIW has on offer to help you get your application in, and to get them processed and assessed in a timely manner

Tips to get your application considered in timely way
1. Always plan well ahead: 
· Read the guidance on the CIW website, which was recently updated to include best practice links and is up to date; the link to the guidance about registering a service is on the front page now. 
· The statutory guidance is a useful document which sets out the expectations against the regulatory requirements and gives you lots of information.

2. Seek advice from CIW:
· We have a registration duty system, so get in touch to talk about your proposed application. We can give pointers for consideration, discuss building plans, locations, the type of service or the layout of the building. 
· We can't tell you if it’s exactly right or if it’s exactly what you need or can't go out to visit premises before you’ve submitted the application. 
· We’re currently developing a system whereby you will be able to book an advice surgery, when you can talk to an inspector and a team manager about your proposals for your service.

3. Start gathering information early:
· At the planning stage, create your online account for that service early; you can check what information and all the different questions.
· Our system has changed at the end of March 2025, when you submit the application we require all documents from regulatory requirements. We're doing a piece of work to follow up how this approach has shortened our times for assessing applications, which is what we're aiming for.

4. Application process:
· The manager responsible for allocating applications, will allocate that application within two days. 
· Over the past 12 months we were short of staff and couldn’t recruit to positions as inspectors had left, so we built up a queue of work, but we've managed to recruit more staff and there aren’t delays in the allocation of applications. 
· Alternative information /documentation: If there are any problems with getting information or certificates, we can sometimes accept an alternative. For example:
· If you can't get medical references from GPs we can send you a self-declaration form and you can sign that.
· If the building is ready, but you can’t get building control certificate and you have an e-mail from building control department saying that the building is suitable and safe for use, we can accept that in lieu.
· For other things, talk to us if you want to substitute anything because it must be arranged with the team that conduct the completeness cheques of applications. 
· Get it right the first time, and we'll be able to work with you more quickly. The better quality the application, the quicker we'll be able to progress the assessment. The statement of purpose, policies and procedures should be compliant, and they should reflect the service that's being offered.
· We take account of the Responsible Individual's (RIs) history and compliance if they are the RI for other registered services, so we don't always need to do a fit person interview. We may need to talk about capacity issues if they are an RI for an increasing number of services.
· When you're filling the Fit Person Questionnaire, please fill it with full answers. It’s not good to respond that we've got a manager or just one sentence answers, we need good answers. Maybe you've filled it in before and using the same answers – as long as they're the correct answers, that’s ok.
· If we do require supplementary information, it's key that you work with us. The sooner you can get the information back to us, the sooner we can progress that application and get that service registered. Delays happen when we’re chasing things, we all know that that these services are needed.

Common issues that have come up during registration:
· Bedroom sizes – for homes of up to 4 beds or 4 placements, these do not need to meet the minimum requirements for room sizes of 12 square metres or ensuite facilities.
Above 4 beds the rooms need to meet that minimum requirement of 12 square metres and ensuite facilities. We consider the size of the room and the facilities to make it a homely room for a child.
If an existing children's home for 4 is thinking of converting another room into a bedroom to take that up to 5, the additional room must meet the requirements for minimum room size and ensuite facilities which must meet the needs of the individual using the room i.e. a small ensuite is not suitable for a child who's a wheelchair user.
 
· DBS for the RI – it must be dated within three months of the submission of the application, and the RI needs to be on the update service which we can check, but even so we need to see the original DBS certificate. For example, where we've had 5 applications coming in with the same RI within a couple of months, and at the point of the first application the DBS was in date. We allowed the original DBS to carry for all applications. Please talk to us in situations like that.

· Location assessments – it’s part of our requirement for completion and you need to give them due consideration and provide full details about why that children's home is in that area and why you think it's suitable.

· Application and assessment process - allow up to 14 weeks for the assessment of an application to register a service. We have made changes in the application and have more inspectors now so that we can assess applications more quickly. We are as flexible as possible, to expedite applications when something's happened to a premises and there's an urgent need for another premises to be registered quickly. 

Thank you to Dawn for giving us useful tips about registration and to all of you for your participation.

Next meeting: 22 October at 11.00 to showcase Bwthyn y Ddol in Conway which opened last year and is a good example of integration between health and social care. 


