DEVELOPMENT/CHANGE OF USE OF SITE FACILITIES/REQUEST FOR EXTRA SPACE 

IMPLICATIONS OF MOVING

Introduction

A number of moves are identified from time to time to facilitate the improvements in facilities for both staff and patients. No move is straightforward or without cost. When considering such a move the following points should be considered as far in advance of the move as possible and action taken as appropriate to ensure that the area you are moving to is functional and suitable for it’s intended use. 

Approval

Any proposed move or request for extra space must be:

· Requested via your operational/clinical/departmental manager.

· Costs identified and agreed in principle by your Directorate Manager/Assistant Director and approved by the Director of Modernisation/Facilities 

Requirements

You must first consider what facilities you require to continue to deliver your service in the area you are moving to and are they available in your new proposed accommodation:

For all areas:

· Are the required number of telephone and data points available and in the right position, if not and/or you require extra to what you already have there is a cost implication. 

· Is the environment in the area suitable for your required use i.e. ventilation, lighting, enough space for your intended activity and satisfies fire and security requirements.

· Is all your furniture/equipment suitable for transfer? If not funding will have to be identified for any new/extra required. 

· Does the area meet the requirements of the disability discrimination act?

· Signage requirements - directional and internal.

Clinical areas: 

· Are adequate hand-washing facilities available to satisfy infection control requirements?

· Are there enough toilet/washing/shower and baths available?

· Are piped medical gases and vacuum required?

· Are privacy curtains available for bed/trolley spaces?   

Funding

Must be identified via your Directorate for all of the above before any work can be carried out. A form requesting approval for change of use of the area and funding and also room data sheets to assist with detailing requirements are both available from the Facilities Directorate c/o Sue Vincent, Senior Nurse Capital & Service Planning.

Moving Arrangements

Inform as far in advance as possible at least 2 weeks:

· Rob Edgar Estates Information officer and/or Joan Meakin Switchboard Supervisor of telephone extensions to be moved and if any extra are required. 

NB there is a cost implication for extra numbers.

· IT department to move your IT equipment.  

· Jim Pretty portering supervisor who will arrange portering staff to help you move.

· Housekeeping department.  

· Postroom

· Terry Owens, Fire and Security advisor

· Works department

· Supplies/stores

· Key requirements via smartline

· Signage requirements via smartline

· Reception desk c/o Geraldine Debenham

· An everybody email and green sheet for general information.

· Your patients. 

Others as appropriate e.g:

· Catering

· Pharmacy

· Pathology

· Rehabilitation 

· X ray

· Sterile Services

· EBME

· Medical Equipment Library

Further information/help

Is available from Peter Lamplough, Capital Projects Officer or Sue Vincent, Senior Nurse Capital & Service Planning c/o Facilities Directorate.
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