RESIDENT CONTRACTS Kingsley

CARE COMPASS - GO-LIVE GUIDE HEALTHCARE

What changes on 11 November.
What to do, and what to stop.

LIVE WEDNESDAY 11 NOVEMBER 2026 For care home teams - the Hub and Revenue at a glance

Contracts are now built, signed and kept in Care Compass. This is what you do from your first admission on 11 November, and
what you can stop filling in.

Who doeswhat - ALL USERS

THE CARE HOME THE CARE ADVISORY HUB THE REVENUE TEAM

Reviews and confirms each contract, chases Sends the confirmed contracts for Checks the contracts in Care Compass,
the signatures, completes the admission. signature. Sending is all the Hub adds the financial accounts to Coldharbour
does. and sets up the direct debit.

Whattodo - FIVE THINGS, EVERY ADMISSION

‘ Review and confirm the contracts.

The Care Advisory Hub then sends them out for signature.

Complete the admission on the day the resident movesin.

Add the resident to Coldharbour. UNTIL FURTHER NOTICE
This one is coming off your list soon. We will tell you when.

E-mail the Revenue Team about the admission, as usual. UNTIL FURTHER NOTICE

No need to attach the signed contracts: Revenue see them in Care Compass.

Complete the admission checklist. UNTIL FURTHER NOTICE
This one is coming off your list soon. We will tell you [ fingsley

when. idential Admission D i

The form is Residential Admission Documentation, Checklist

shown here.

Manage

Residential Admission Documentation

Stillyoursto do - NOTHING HAS CHANGED HERE

Chasing the bill payer for their signature is still the home’s. You have the relationship, so you make the call.
The system also sends a reminder automatically after 3 days and again after 7 days.

Turn over: seven things you no longer do, and who to call.
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RESIDENT CONTRACTS Kingsley

CARE COMPASS - GO-LIVE GUIDE HEALTHCARE

What you no longer fill in.
Stop from 11 November.

LIVE WEDNESDAY 11 NOVEMBER 2026 Seven things to stop, and why

Stop doing these - FROM WEDNESDAY 11 NOVEMBER

Building the contract in DocuSign

WHY Care Compass generates every contract from the financial assessment and the room booking. Nothing is typed twice, and nothing is
sent from DocuSign.

Saving signed copies to folders or FileStream

wHY A fully signed contract is attached to the opportunity, to the contract record and to the stay. There is nothing left to file.

Sending signed contract packs to Revenue by e-mail

WHY The Revenue Team find signed contracts in Care Compass themselves. They see exactly what you see. No manual e-mails needed.

Completing Completing o magesand Vidos Cosent
- the resident i Kingsley the GDPR Farasttet s -
STOP . . Resident Admission Form . eta Prot olcy Both o these Paliies are on our websit
admission image and
form T e video consent
WHY Everything you contract

captured onitis now held in
Care Compass and
Coldharbour, and some of it

WHY Itis capturedin
Nourish as a mandatory
ity assessment. CRM, activities

in Nourish. i ) and hospitality can all see the
The form this replaces: Resident
Admission Form consent there. If you need
Nourish access, Speak to your The form this replaces: Use of Images
manager. and Videos Consent Form

Starting a new lead for a returning resident

WHY Use Readmit on their discharged stay. It clones the previous opportunity, so their history and contacts stay joined up.

Starting a new lead or opportunity for a respite conversion

WHY Discharge the respite stay, then use Readmit on that discharged stay. A permanent stay means new permanent contracts, so you still
need a financial assessment, a room and contracts.

Before you confirm, callus - ANY CONTRACT QUESTION

Ring first when

CONTRACTS & CARE CONTRACTS & CARE
* A bill payer has no e-mail and cannot sign in person at the
COMPASS COMPASS
home
+ A bill payer cannot pay by direct debit Nelka Aaron
» Any other contract-related query
Ext. 2731 Ext. 1951

Step by step: the two-page Quick Reference (02) for care home teams. Can't sign in? Kingsley IT, as usual.
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