MOVING PREMISES: PRE-MOVE CONSIDERATIONS 
	
	TICK WHEN COMPLETE

	PRE-MOVE
	Yes
	No
	N/A

	· Premises hosting clinical services – Inform CQC of change to new premises.  This should be done by contacting the Risk and Assurance Manager at least 12 weeks before the move to allow processing of the application form.
	
	
	

	· Estates issues.  E.g.  Is a lease or licence to occupy required?
	
	
	

	· Finance issues.  E.g.  Have all costs been considered? 
	
	
	

	· Ensure that removal arrangements are made either with an external company or internal Logistic services (small moves)
	
	
	

	· Give consideration to renaming of the building and seek corporate approval.  Consider advertising this via Trust Daily Emails or the Communications Team.
	
	
	

	· Ensure appropriate liaison with the Health and Safety Team is carried out, including consideration of the following factors, in relation to the new building:  
· Full health and safety assessment including staff space requirements
· Toilet facilities
· Staff rest facilities
· Fire risk assessment including extinguishers and signage
· Security assessment including staff attack systems, intruder alarms 
	
	
	

	· IT requirements E.g. Data circuit (up to 12 weeks’ notice required) Activation / installation of new IT points.  Advise IT of move date.
	
	
	

	· Telephone requirements.
	
	
	

	· Ensure liaison with Purchasing for the transfer of water coolers and photocopiers / printers.
	
	
	

	· Seek Information Governance advice regarding transfer, retention or destruction of data
	
	
	

	· Liaison with Facilities teams for related services in new building  E.g.  Post collection, catering, cleaning, laundry services
	
	
	

	· Notify Facilities Team about move date, once confirmed.  Arrange cleaning of new premise before staff move in. 
	
	
	

	· Inform HR about change of base (if applicable)
	
	
	

	· Give consideration to Business Continuity and Lockdown Plans
	
	
	

	· Arrange additional waste disposal (confidential and general waste) where required when clearing building.
	
	
	

	· Display information about the proposed move in the existing building and provide service users with information about the move.
	
	
	

	· IPC – if applicable (clinical services)
	
	
	

	· Contact Pharmacy – if applicable (clinical services)
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