Governance, Records & Training – CQC Inspection Checklist
Designed to support CQC inspection readiness and internal self-audit of governance, documentation, and staff training systems.
	Practice / Site:
	

	Area / Department:
	

	Completed by (Name & Role):
	

	Date:
	

	Governance Lead / Reviewer:
	

	Signature:
	

	Frequency (tick):  ☐ Pre-inspection ☐ Monthly ☐ Quarterly ☐ Other:
	


Document Version: v1.0    
Last Review Date: ____/____/_____                                    Next Review Due: ____/____/_____
1. Policies, Procedures & Review Cycles
☐ All required policies available and accessible
☐ Policies reviewed within stated review periods
☐ Policy version control in place
☐ Staff aware of key policies affecting their role
2. Records Management & Documentation
☐ Clinical and administrative records maintained accurately
☐ Records stored securely and confidentially
☐ Retention periods followed in line with guidance
☐ Data protection requirements observed
3. Staff Training & Competency Records
☐ Training matrix available and up to date
☐ Mandatory training completed for all staff
☐ Competency assessments documented where required
☐ CPD records maintained
4. Audits & Quality Improvement
☐ Audit programme in place
☐ Audits completed according to schedule
☐ Audit outcomes reviewed and discussed
☐ Actions implemented and monitored
5. Incident Reporting & Learning
☐ Incident and near-miss reporting system in place
☐ Incidents investigated appropriately
☐ Learning shared with staff
☐ Improvements implemented following incidents
6. Complaints Handling & Patient Feedback
☐ Complaints procedure available
☐ Complaints recorded and investigated
☐ Responses provided within required timescales
☐ Learning from complaints documented
7. Leadership, Accountability & Oversight
☐ Clear leadership structure defined
☐ Roles and responsibilities understood
☐ Regular team meetings held
☐ Governance oversight documented
8. Continuous Improvement & Review
☐ Quality improvement activities ongoing
☐ Feedback from audits and incidents used to improve practice
☐ Review dates recorded and adhered to
☐ Evidence available for inspection
Non-Compliance & Corrective Actions
	Issue Identified
	Immediate Action Taken
	Escalated To
	Target Date
	Closed (Date / Sign)
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