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TODAY

Three parts, @bout 30 minutes.

1- The change 2 - Your view 3 - Go-live rules
o What Care Compass is, and six e Finding admissions for your homes e What stays in FileStream and
words to know o The stay record: details, funding, DocuSign
o Whatis new in Resident Contracts contracts o What we have advised homes
e The new process, end to end o Reading contract status; the e Five things to remember
templates
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THE SYSTEM

Care Compass: the resident’s journey.

WHAT IS CARE COMPASS?
The system where a resident’s journey is captured, from the initial enquiry all the way to
admission.

—
Before the resident movesin Once they are with us

Enquiry, showround, assessments, contracts and the In-stay room transfers and permanent discharges are
admission itself: all recorded here. recorded in Care Compass too.
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THE LANGUAGE

Six words to get familiar with.

Lead Opportunity Stay

The initial enquiry the Care Advisory Hub Where the showround, clinical assessment, Aresident’s active stay. Active on admission,

receives in Care Compass. financial assessment, contracts and completed on discharge. Think of it as an
admission are all recorded. active resident in Coldharbour.

Funding type Funding contribution Account

Private - Third Party Top-up - Client Who is paying what: the funding type, the A profile for a person or an organisation.
Contribution - Local Authority - Continuing payer and the amount. Residents and family members are individual
Healthcare - FNC. Each one counts onits accounts; a council, ICB or CHC authority is a
own. business account.
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WHAT IS CHANGING QLIVETINOV

Keying becomes checking.

UNTIL NOW FROM 11 NOVEMBER

Put together by hand Built by Care Compass

WHERE IT IS MADE WHERE IT IS MADE

In DocuSign In Care Compass

WHAT YOU DO WHAT YOU DO

Manual keying Check contracts and add financial accounts
WHERE IT ENDS UP WHERE IT ENDS UP

Shared by e-mail, then folders and Stays in Care Compass: no e-mails, folders or
FileStream FileStream
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END TO END

The new process, and your partinit.

CARE HOME AND CARE ADVISORY HUB

1

The home reviews and confirms the
contract details.

The Hub gets a task to send the
confirmed contracts. Sending is all they
do.

The home chases the signatures.

The home completes the admission in
Care Compass: once signed, or
sometimes while a family signature is still
pending.

The home adds the resident to
Coldharbour as usual.

HOME TO REVENUE
TEAM

The home e-mails you
about the admission, as
usual.

But you can already see
the admission coming in
Care Compass.
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REVENUE TEAM - YOUR PART

Check the details in Care
Compass, contracts included.

Add the financial accounts to
Coldharbour, working from Care
Compass.

Set up the direct debit from the

contracts.
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How to find admissions

Care Compass Revenue > Stays

THE STAYS LIST FOR ONE HOME

SAMPLE RECORDS

4 CARE [ *’ >
\’J COMPASS Q Search-. ©? P *
122 Care Compass Revenue Stays v I
s
= Printable View
O[Downham Grange Nursing Home Stays ~ h
: @ ome JE)@I@E (]
O a)
€ Recent List Views Aftus & Actual Roo.. v | Funding Type v | Planned Admissio..v | Actual Admissio.. v | Planned Discharge D... v | Actual Discharge D.. v | Financial Contract End D.. v | Discharge Reason
1 Vl Al ] mpleted £1,550.00 Private 27/10/2026 26/10/2026 28/10/2026 28/10/2026 End of Respite Stay
Allonsfield House Nursing Home Stays ) .
2 1 mpleted £1,800.00 Private:Local Authority 09/09/2026 09/09/2026 11/09/2026 15/09/2026 Moved to Another Care
Brooke House Care Home Stays
3 1 mpleted £1.550.00 Private 04/09/2026 04/09/2026 29/09/2026 29/09/2026 20/09/2026 End of Respite Stay
/' Downham Grange Nursing H~— Stays (Pinned list)
4 4 Recently Vi mpleted £750.00 Local Autherity 03/09/2026 15/09/2026 30/09/2026 28/09/2026 28/09/2026 End of Respite Stay
5 4 All Other Lists mpleted £1.300.00 Private:Third Party Top-up 01/09/2026 17/09/2026 23/10/2026 23/10/2026 Returmed Home - Family,
6 F Aylsham Home Care Stays mpleted £1,400.00 Third Party Top-up:Local Authority 18/08/2026 18/08/2026 21/10/2026 21/10/2026 Moved to Another Care
Brackley Nursing Home Stays
7 L} mpleted £3.100.00 Private:Local Authority 16/09/2026 02/07/2026 21/07/2026 21/07/2026 End of Respite Stay
Branksome Heights Nursing Home Stays
8 s mpleted £1,650.00 Private 13/06/2026 05/08/2026 12/08/2026 22/10/2026 22/10/2026 Moved to Ancther Care
Buckingham Lodge Nursing Home Stays
9 ] Catchpole Court Nursing Home Stays mpleted £2.500.00 Client Contribution:Local Authority 15/05/2026 14/05/2026 29/05/2026 15/05/2026 15/05/2026 Affordability / Financial F
10 K Colne House Care Home Stays ¥ mpleted £1,300.00 Local Authority 15/05/2026 14/05/2026 15/05/2026 15/05/2026 Affordability / Financial
11 Maria - Brady - Permanent - DOW015 DOWOD15 Completed £1.450.00 Private 05/05/2026 05/05/2026 21/05/2026 21/05/2026 Affordability / Financial
12 lan - Black - Permanent - DOWT004 DOWTO004 Completed £2,250.00 Private;Funded Direct PaymentsClient Contribution 24/04/2026 24/04/2026 29/09/2026 29/09/2026 End of Respite Stay
13 Peter - French - Permanent - DOW054 DOWDS4 Completed £1.500.00 Private 24/04/2026 20/04/2026 24/04/2026 24/04/2026 Deceased
14 Emma - Smith - Permanent - DOWT006 DOWTO06 Completed £1,600.00 Private:Local Authority 24/04/2026 24/04/2026 05/08/2026 20/08/2026 Deceased
15 Ava - Long - Permanent - DOW056 DOW0S6 Completed £1,250.00 Private 21/01/2026 16/01/2026 01/02/2026 Retumed Home - Planne
16 Elizabeth - Miller - Permanent - DOW048 DOWO048 Cancelled £1,650.00 Private 21/04/2026
17 Karen - Bates - Permanent - DOW024 DOWO024 Discharge £1,650.00 Client Contribution:Local Authority:Continuing Healthcare (CHC):Funded N...  07/03/2026 29/04/2026 Behavioural Concerns.
18 Graham - Masxwell - Permanent - DOW042 DOWO042 Discharge £1.750.00 Private 18/02/2026 18/02/2026 18/02/2026 18/02/2026 Transferred to Hospital
12 Phil - Collins - Day Care - Discharge £850.00 Private 18/02/2026 17/02/2026 17/02/2026 19/02/2026 End of Respite Stay
20 Catherine - Henry - Night Care - DOW031 DOWO31 Discharge £1,200.00 Third Party Top-up:Continuing Healthcare (CHC) 19/02/2026 17/02/2026 17/02/2026 17/02/2026 Transferred to Hospital
21 Niana - Carter - Parmanant - DOWNST NOWNS1 Discharae £1.700.00 Private 17/02/2026 16/02/2026 16/02/2026 19/02/2026 Transferred to Hosoital
4
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WHERE YOU LAND

You land on the Stays list for one
home.

Click the care home name at
the top to open the list of care
homes

Select one of your homes

IN ONE VIEW

Status, actual room fee, funding
type and the admission and
discharge dates, without opening a
record.
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YOUR VIEW

What you can see Whenyou open a home.

The columns

Stay Name = resident
name

Status
Funding Type
Actual Admission Date

Actual Discharge Date

Discharge Reason

Room Number

Actual Room Fee
Planned Admission Date
Planned Discharge Date

Financial Contract End
Date

Kingsley
What the status means
Prospective Room booked, resident not admitted yet
Active Resident is in the home
Discharge Discharged, but the financial contract ends
on a future date
Complete Discharged and the financial contract has

ended

TIP

Click the Status column heading to re-order the residents by
status.

Part 2 - Your view  Finance Team - Head Office and Canthus  Live from Wednesday 11 November 2026 8
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THE STAY RECORD

When you open

Stay > Details tab

DETAILS TAB

$ CARE
Y/ COoMmPASS

.
12z Care Compass Revenue Stays v

© Josh - McCray - Respite - DOW009

~
o,
Guidance for Success

A stay that is currently in process and will have finances towards. Room is unavailable.

Details Funding Contributions Contract Related

v Stay Details

Stay Name
Care At
Care Seeker
Room
Opportunity

Financial Contract End
Date

Open to receiving future
comms

Resident likely to be
converted

Unlikely Conversion
Reason

Transferred Home

v Stay Duration

Planned Admission Date
Planned Discharge Date

Planned Length (Days)

Josh - McCray - Respite - DOW009

Downham Grange Nursing Home

DOW009

Josh McCray - Residential

02/11/2026
23/11/2026

21

FINANCE TEAM TRAINING

[ Q search

Please use the Discharge button to complete the discharge process

Status Active

Type Respite

Respite Stay Reason Family / Carer on Holiday
Care Type @ Residentisl

Extended Care Types @  Not Applicable

Diagnosed with No
Dementia

Actual Room Fee / £1.450.00

Hourly Rate

Funding Type @ Private:Third Party Top-up

Admission Notes
Next Best Action

Discharge Follow-Up @

Actual Admission Date 02/11/2026
Actual Discharge Date

Discharge Reason

Actual Length (Days)

Total Length (Days)

Part 2 - Your view  Finance Team - Head Office and Canthus

SAMPLE RECORDS

Cancelled

Vv Room Information

Room Reference DOW009

Room Number ]

Room Category Single

Care Home Downham Grange Nursing Home
Default Rate £1,400.00

Amenities Garden View

v Occupant Information

Name Mr. Josh McCray

Birthdate

Email
Gender Identity

Deceased

Live from Wednesday 11 November 2026

Completed

Kingsley

HEALTHCARE

The basic information about
the resident

o Type of stay

o Funding type

o Room fee

o Planned and actual admission dates
o Planned and actual discharge dates

ACROSS THE TOP

The path shows the stay’s status. The
tabs are Details, Funding
Contributions and Contract.
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THE STAY RECORD

Funding Contributions:

Stay > Funding Contributions tab

SAMPLE RECORDS

SPLIT FUNDING: TWO PAYERS, TWO LINES USE THIS TAB
o Sty _ when you add the resident’s financial
Josh - McCray - Respite - DOWO009 accounts in Coldharbour.

Details Funding Contributions Contract Related

@ Funding Contributions (2) @ For eaCh funding type

2 items « Sorted by Active « Updated 5 minutes ago ° What the amount |S
Funding Contri... vV Funding Type i Bill Payer/S... Authority v Weekly Contribut... vV Active § b Effective From Date VvV Effective To... V Last Modified Date Vv Last Modified By v . . .
o Whois paying it
FC-1426 Private Belinda May £1,000.00 v 02/11/2026 02/11/2026, 16:17 ®
o The authority, where itis LA, CHC or FNC
2 FC-1427 Third Party Top-up Jo Edward £450.00 v 02/11/2026 02/11/2026, 16:17 @
4 b
View All
ONE LINE, ONE ACCOUNT
Two funding lines on the stay become two
LOCAL AUTHORITY: THE AUTHORITY IS NAMED accounts in Coldharbour.

O Karen - Bates - Permanent - DOWO013

Details Funding Contributions Contract Related

@ Funding Contributions (1) @

1 item « Sorted by Active « Updated a few seconds ago

Funding Co.. V¥V Funding Type Vv Bill Payer/Signee Authority s [Weekly Contri.. VvV Active w Effective From Date Vv Effective To.. V Last Modified D... Vv Last Modified By Vv

1 EC1470 Local Authority  Mate Smith Bedford Borough Council £1,400.00 v 02/11/2026 02/11/2026, 17:10 ®

View All
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THE STAY RECORD

The Contract tab: levery contract, every status.

Stay > Contract tab

ON THE STAY: CLICK THE CONTRACT NAME

O Karen - Bates - Permanent - DOWO013

Details Funding Contributions Contract Related

KHC Contracts (1)

1 item « Updated 4 minutes ago

FINANCE TEAM TRAINING

SAMPLE RECORDS

IO

O Contract Name Funding Co... V' Bill Payer Account v Review Status v Signing Status v Current Signer Name V Document Status v
D[ Karen Bates Local Authority Permanent Ts and Cs ] 1400 Matt Smith Confirmed Completed Matt Sl Completed ®
View All
SAMPLE RECORDS
ON THE CONTRACT: SIGNED DOCUMENTS
KHC Contract
Karen Bates_Local Authority_Permanent_Ts and Cs
Opportunity Contract Type Review Status Signing Status Document Status
Karen Bates - Residential Terms and Conditions (Signing Version) Confirmed Completed Completed
Details Signed Documents
Matt Smith_Kingsley_Healthcare_Local Authority_Per... Titan Doc Sign Tracking Log
2 Nov 2026 » 745KB » pdi 2 Nov 2026 « 35KB « pdf
View All

Part 2 - Your view

Finance Team - Head Office and Canthus
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a See all contracts and their statuses
e Open one by clicking the red hyperlink

Go to Signed Documents to view the
signed contract as a PDF

QUICKEST CHECK

The list shows review, signing and document
status for every contract raised for the stay.
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THE CONTRACT TAB

How to read contract status.

REVIEW STATUS
Confirmed: the home has reviewed the details and confirmed them before the contracts were sent out.

THE FIELD WHILE SIGNING IS IN PROGRESS WHEN SIGNING IS COMPLETE
Siani Stat In Progress Completed

ignin atus . . . :

gning The contract is out with one of the signees Everyone has signed

Who is holding it now
Current Signer Name The home manager, the bill payer or the Revenue Team:
whoever it is waiting on

No one is waiting
The name left showing is the last person who signed

Completed
Generated
Document Status . . . Everyone has signed and the signed PDF is on the
The document exists but is not signed off yet V y ° 2 !
Signed Documents tab

IN ONE LINE

Signing Status Completed and Document Status Completed: that contract is fully signed.

D Part 2 - Your view  Finance Team - Head Office and Canthus  Live from Wednesday 11 November 2026 12
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THE DOCUMENTS

One template [perfunding type.

Kingsley

HEALTHCARE

— —
Type of stay = Respite

Type of stay = Permanent

Private Contract for accommodation and
care services

Third Party Top-up Deed for third party fee contribution
Client Contribution Deed for client contribution
LA/ CHC/FNC Terms and Conditions

Only one is generated, even if two or all
three apply to the same resident

STAY = DAY CARE
Contract for Day Care accommodation and care services

D Part 2 - Your view  Finance Team - Head Office and Canthus

Private

Third Party Top-up
Client Contribution

LA/ CHC/FNC

STAY = NIGHT CARE

Contract for respite accommodation
and care services

Deed for third party fee contribution
Deed for client contribution
Terms and Conditions

Only one is generated, even if two or all
three apply to the same resident

Contract for Night Care accommodation and care services

Live from Wednesday 11 November 2026
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GO-LIVE

Three rules to bear in mind.

STAYS IN FILESTREAM SITS IN CARE COMPASS STAYS IN DOCUSIGN
Existing resident New admissions from 11 Bank detail changes
contracts November during a stay

Nothing is migrated to Care Any admission completed in Care If a bill payer changes their bank
Compass. Compass keeps its contractin details, keep sending the DD

Care Compass. mandate from DocuSign.
Contracts signed before go-live
stay in FileStream. That is still No need to add it to FileStream. This stays as it is until further
where you go to find them. notice.

CGEEEENS Part 3 - Go-liverules  Finance Team - Head Office and Canthus  Live from Wednesday 11 November 2026 14
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Contract signing: _

0 Always send contracts by e-mail
e No e-mail? Encourage in-person signing when they visit the home

e No e-mail and no in-person signing? Contact the Care Compass team

FOR THE BILL PAYER
The system also sends a reminder automatically after 3 days and again after 7 days. Chasing the signature stays with the home.

CGEEEENS Part 3 - Go-liverules  Finance Team - Head Office and Canthus  Live from Wednesday 11 November 2026
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GO-LIVE - WHAT WE HAVE ADVISED HOMES

Returning residents arrive as

All three reach you as a new admission. The Readmission Reason tells you which one it was.

Repeat resident

The home admits in Care Compass and generates new
contracts.

Repeat Stay

Respite to permanent

The home discharges the respite stay, admits again and
generates new contracts.

Respite Conversion

Home transfer

The previous home discharges and raises an opportunity

for the new home, which completes the admission.

Home Transfer

G  Part 3 - Go-live rules

STAY > DETAILS: READMISSION REASON

Stay

(v Emma - Smith - Permanent - DOW021

v Stay Details
Stay Name Emma - Smith - Permanent - DOW021
Care At Downham Grange Nursing Home
Care Seeker
Room
Opportunity Emma Smith - Residential

Financial Contract End
Date

Open to receiving future
comms

Resident likely to be
converted

Unlikely Conversion
Reason

Transferred Home

Status

Type

Respite Stay Reason
Care Type @
Extended Care Types ©

Diagnosed with
Dementia

Actual Room Fee /

[Readmission Reason @  Respite Conversion

)

Finance Team - Head Office and Canthus

Live from Wednesday 11 November 2026

Hourly Rate
Funding Type @
Admission Notes
Next Best Action

Discharge Follow-Up @

Active

Permanent

Residential

End of Life Care (palliative care)

£1,400.00

Private:Local Authority

Kingsley

HEALTHCARE

SAMPLE RECORDS

16
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TO TAKE AWAY

Five things toremember.

Contracts are made, signed and keptin Care Compass
Nothing to chase by e-mail, nothing to file: the signed PDF is already on the record.

Funding Contributions is what you key into Coldharbour
One line per funding type: the amount, who is paying it, and the authority where itis LA, CHC or FNC.

Two Completeds mean fully signed

Signing Status and Document Status both Completed; Current Signer Name tells you who to chase when they are not.

Returning residents arrive as new admissions
Repeat stays, respite conversions and home transfers all look new; Readmission Reason tells you which it is.

Two things do not change
Existing contracts stay in FileStream, and a mid-stay bank detail change still goes out as a DocuSign DD mandate.
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©
Your questions

Any contract question: call the Care Compass team.

CONTRACTS AND CARE COMPASS CONTRACTS AND CARE COMPASS

Nelka Aaron

Ext. 2731 Ext. 1951

Finance Team - Head Office and Canthus
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