MOVING PREMISES: MOVING DAY 
	
	TICK WHEN COMPLETE

	
	

	MOVING DAY
	Yes
	No
	N/A

	· Existing premise - ensure staff surrender keys and fobs for external and internal use and record receipt 
	
	
	

	· New premise – provide staff with keys, fobs and access codes, Intruder alarm code, building emergency key holder and intruder alarm firm and all contracts.  Log all fobs, keys issued and to whom.
	
	
	

	· Information Governance requirements.  E.g.  Disposal or transfer of all patient and staff identifiable records.  No records must be left on the premises after the moving day. 
All records beyond their retention period must be appropriately destroyed (and recorded on a disposal certificate and copy sent to Head of Information Governance).
	
	
	

	· Estates issues.  E.g.  Surrender of lease or licence, dilapidation fees, notification to rating authority that premises have been vacated, notification to utilities, telecoms and IT data suppliers
	
	
	

	· Advise Trust Communications of new contact arrangements
	
	
	

	· Ensure that the Purchasing Team are aware of moves so that any ongoing  contracts (photocopier etc) can be transferred to the new premises. 
	
	
	

	· A drawing of building marked with all fire-fighting equipment, first aid points, IP points, phone extension numbers and names of staff remaining along with full postal address.
	
	
	

	· Once the building has been cleared check anything that remains to ensure that no person identifiable data has been left. 
	
	
	

	· Check that all prescription forms are handed over removed and/or returned – where applicable (clinical services)
	
	
	

	· All medication checked and auditable records signed by both parties – where applicable (clinical services)
	
	
	

	· Provide staff with a briefing to give a short history of the site, regarding local security and any neighbour and parking issues.
	
	
	

	· Discuss any site specific local procedures with staff who will be occupying the premises.
	
	
	

	· Discuss any seasonal issues, poor lighting, drains blocking, gritting, access to site and heating with staff who will be occupying the premises.
	
	
	

	· Give details of building owner, length of rental agreement and any clauses therein to Building Manager who will be occupying the building.
	
	
	

	· Give details of waste collection routine to staff who will be occupying the premises.
	
	
	

	· Give details of any stores, bloods, drugs or post deliveries/collection to staff who will be occupying the premises.
	
	
	

	· Give an inventory of equipment held in association with service and building to staff who will be occupying the premises.
	
	
	

	· Discuss any health and safety issues specific to site, Risk assessments COSHH, PPE etc. with staff who will be occupying the premises.
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