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Enter and View training
Report template for use by Authorised Representatives    
  Name and address of place visited.
	[image: A person with his hands out

Description automatically generated]
     



[image: A hand holding a pen
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  Day, date, and time of visit
  e.g., Monday, 27 February 2024 ,11am to 1.30pm.
	[image: A blue and white spiral notebook with black text
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[image: A clock with a red hand
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 People visiting and role
 Names of panel members. 
	[image: A hand holding a card with a picture of a person
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 Contact details of service provider
Name, address, telephone number and email address of people who   arranged or facilitated the visit to the unit e.g., area manager or unit manager. 

	[image: A person with a number on a white background
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 Purpose of the service or unit
 Brief description of what the service does.
	[image: A box with a question mark
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 Reason for visit
 Responding to concern      Return visit      Other 
	Give details.
[image: A person holding his head in his hand
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Visit plan 
What do you intend to do?  Note specific things you might want to see or get information about and why.
	[image: A person thinking with a question mark
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 Expectations
 What do you expect to find?
	[image: A magnifying glass with a picture of two women
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  During the visit

 First impressions
Initial observations, signage, access, cleanliness, how does it feel?
	[image: A person in a pink shirt
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 Reception
How were you received as a visitor?  Any comments about your welcome and ease of access.
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 Written information
What information is publicly available?  What was available prior to the visit?    What was available during the visit?
	[image: A child reading a book
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 Premises 
Description of the building e.g., age and condition.  Do the premises appear fit for the activities undertaken at or by the unit?
	[image: A group of windows on a brick wall
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After the visit
Summary of visit and your findings
What did you do?  Who did you see and speak to - e.g., staff, patients, or their visitors.  Include what you would have liked to have done but were not able to and why e.g., lack of time, things not occurring on that day.
	[image: A person with his hand on his chin
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Bullet points on strengths and areas for improvement
Based upon what you found on the visit and with evidence e.g., examples of perceived good practise, good systems, services, any key features that you would like to highlight.  Try to ensure there is something in each section.

 Strengths

	[image: A person flexing his arms
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Areas for improvement

	[image: A hand giving a thumbs down sign
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 Summary of findings

	[image: A close-up of a magnifying glass
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 Action points
  What to do, by who and by when.

	Item
	Action
	By whom
	By when

	[image: A white paper with black text
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Things for the next visiting group to address. 

Comments from local group
To include comments on the visit, report actions and what will happen next e.g. modify work plan.  How does this visit report stand against others? Are trends emerging? What are the main issues or concerns?

	[image: A person and person talking
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