
Send notification email/letter to provider at 
least 10 working days prior to date of review

If CPQO and Provider unable to agree content 
of report, consider the evidence and make 

judgment 

I
If need to reschedule, contact provider asap 

and arrange alternative date within 10 
working days of initial review date

i

Provide verbal (recorded & Signed)update to 
provider, including what has been evidenced 

by the provider and observations made during 
the review

Meet with Registered Manager/nominated 
person and confirm areas to inspect

Upon arrival at provider, make introductions 
and request to see Registered Manager/most 

senior person

If CPQO and Provider unable to agree content 
of report, consider the evidence and make 

judgment 

Undertake review work (i.e. meet with 
staff/review of information and 

evidence/review of systems and processes)

Activity/key stage led by Head of 
Service (HoS) 

Activity/key stage led by Contract 
Performance and Quality Manager (CPQM)

Activity/key stage led by Contract 
Performance and Quality Officer (CPQO)
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