
Staff and Services: Generic

No. ITEM yes no not in 
use n/a

Building Elements

1 The colour of doors contrasts with the colour of the surrounding walls

2 Doors have a non-reflective satin or matt finish

3 The colour of door handles contrasts with the colour of doors

4 Door furniture has a non-reflective finish

5 Door handles are easy to operate (D-shape, L-shape, lever handle)

6 Doors open with minimum pressure

7 Thresholds are flush with general floor level

8 Doors have a clear opening more than 800mm wide

Environmental Design

9 Windows have locks

10 Windows can be opened by easily operated controls fixed more than 750mm and less than 1200mm from floor level

11 Rooms have a radiator or under floor heating

12 The radiator or underfloor heating has a low surface temperature

13 Rooms or radiators have an individual thermostatic temperature control

Services and Systems

14 Light switches are more than 1000mm and less than 1200mm from floor level



Scheme Manager's office

No. ITEM yes no not in 
use n/a

Layout

1 The scheme manager’s office is on the main travel route

2 The scheme manager’s office is visually linked to the main entrance

3 The scheme manager’s office is located adjacent to the care manager’s office

4 The scheme manager’s office can be secured from uncontrolled intrusion by the public, residents or visitors

5 There is acoustic privacy within the scheme manager’s office

6 There is space in the scheme manager’s office for a desk

7 There is space in the scheme manager’s office for a computer table and chair

8 There is space in the scheme manager’s office for a telephone and a fax machine

9 There is space in the scheme manager’s office for two visitors’ chairs

10 Wheelchairs can be integrated into the seating arrangements inside the manager’s office

11 The scheme manager’s office is provided with tea making facilities

12 There is room in the scheme manager’s office for secure document storage, such as lockable filing cabinets

13 There is provision for safe and secure cash handling facilities

14 There is space inside the scheme manager’s office entrance for a wheelchair turning circle more than 1500mm diameter

15 The distance between the opening edge of the door and any adjacent wall is more than 300mm

Building Elements

16 The colour of the scheme manager’s office door contrasts with the colour of the surrounding walls

17 The scheme manager’s office door has a non-reflective finish

18 The colour of the office door handle contrasts with the colour of the office door

19 The scheme manager’s office door furniture has a non-reflective finish        

20 The door handle to the scheme manager’s office is easy to operate (D-shape, L-shape, lever handle)

21 The scheme manager’s office door opens with minimum pressure

22 The scheme manager’s office threshold is flush with general floor level

23 The scheme manager’s office door has a clear opening more than 800mm wide

Environmental Design

24 The scheme manager’s office has natural light



25 The scheme manager’s office receives sunlight in the morning or in the afternoon

26 The scheme manager’s office receives sunlight in the morning and afternoon

27 The scheme manager’s office window(s) has a view of the open sky

28 The scheme manager’s office window(s) overlooks outdoor spaces where there is human activity

29 The view from the scheme manager’s office window consists of near and distant features of interest

30 The view from the scheme manager’s office window consists of natural features

31 The view from the scheme manager’s office window is free from obstructions, e.g. a blank wall

32 The sill height is less than 600mm above floor level

33 There are shading devices for east, west or south facing windows

34 The shading devices can be operated by the people using the scheme manager’s office

35 The shading devices fully cover the window(s)

36 There are blinds for any internal office window(s)

37 The scheme manager’s office has natural ventilation

38 There are window locks on the scheme manager’s office window(s)

39 The scheme manager’s office window(s) can be opened by easily operated controls fixed more than 750mm and less than 
1200mm from finished floor level

40 The artificial light in the scheme manager’s office is well distributed with no areas of deep shadow

41 The light fittings in the scheme manager’ office conceal the light source from view

42 The lighting in the scheme manager’s office can be dimmed

43 The electric light illuminance is more than 200 lux

44 The scheme manager’s office has radiators or under floor heating

45 The radiator or underfloor heating has a low surface temperature

46 The room or radiator has an individual thermostatic temperature control

47 There are no wall mounted electric heaters

48 There are no portable electric heaters

49 The background temperature in the scheme manager’s office is 18 degrees C

Services and Systems

50 The scheme manager’s office is equipped with a CCTV monitoring system

51 There is a system for direct communication with the scheme manager at the main entrance

52 There is a system for direct communication with the scheme manager on every floor

53 The scheme manager’s office light switches are located more than 1000mm and less than 1200mm from finished floor level

Finishes



54 The scheme manager’s office is decorated in a light colour with a matt finish



Care Manager's office

No. ITEM yes no not in 
use n/a

Layout

1 The care manager’s office is on the main travel route

2 The care manager’s office is located adjacent to the scheme manager’s office

3 The care manager’s office can be secured from uncontrolled intrusion by the public, residents or visitors

4 There is acoustic privacy within the office

5 There is space in the care manager’s office for a desk

6 There is space in the care manager’s office for a computer table and chair

7 There is space in the care manager’s office for a telephone and a fax machine

8 There is space in the care manager’s office for two visitors’ chairs

9 Wheelchairs can be integrated into the seating arrangements inside the care manager’s office

10 The care manager’s office is provided with tea making facilities

11 There is room in the care manager’s office for secure document storage, such as lockable filing cabinets

12 There is space inside the care manager’s office entrance for a wheelchair turning circle more than 1500mm diameter

13 The distance between the opening edge of the door and any adjacent wall is more than 300mm

Building Elements

14 The colour of the care manager’s office door contrasts with the colour of the surrounding walls

15 The care manager’s office door has a non-reflective finish

16 The colour of the office door handle contrasts with the colour of the office door

17 The care manager’s office door furniture has a non-reflective finish

18 The door handle to the care manager’s office is easy to operate (D-shape, L-shape, lever handle)

19 The care manager’s office door opens with minimum pressure        

20 The care manager’s office threshold is flush with general floor level

21 The care manager’s office door has a clear opening more than 800mm wide

Environmental Design

22 The care manager’s office has natural light

23 The care manager’s office receives sunlight in the morning or in the afternoon

24 The care manager’s office receives sunlight in the morning and afternoon



25 The care manager’s office window(s) has a view of the open sky

26 The care manager’s office window(s) overlooks outdoor spaces where there is human activity

27 The view from the care manager’s office window consists of near and distant features of interest

28 The view from the care manager’s office window consists of natural features

29 The view from the care manager’s window is free from obstructions, e.g. a blank wall

30 The sill height is less than 600mm above floor level

31 There are shading devices for east, west or south facing windows

32 The shading devices can be operated by the people using the care manager’s office

33 The shading devices fully cover the window(s)

34 There are blinds for any internal office window(s)

35 The care manager’s office has natural ventilation

36 There are window locks on the care manager’s office window(s)

37 The care manager’s office window(s) can be opened by easily operated controls fixed more than 750mm and less than 
1200mm from finished floor level

38 The artificial light in the care manager’s office is well distributed with no areas of deep shadow

39 The light fittings in the care manager’ office conceal the light source from view

40 The lighting in the care manager’s office can be dimmed

41 The electric light illuminance is more than 200 lux

42 The care manager’s office has radiators or under floor heating

43 The radiator or underfloor heating has a low surface temperature

44 The room or radiator has an individual thermostatic temperature control

45 There are no wall mounted electric heaters

46 There are no portable electric heaters

47 The background temperature in the manager’s office is 18 degrees C

Services and Systems

48 The care manager’s office light switches are located more than 1000mm and less than 1200mm from finished floor level

Finishes

49 The care manager’s office is decorated in a light colour with a matt finish



Staff facilites

No. ITEM yes no not in 
use n/a

Layout

1 The staff room is located central to staff occupied areas

2 The staff room is located away from resident areas

3 The staff room is located with direct access to the main circulation route(s)

4 The staffroom has access to the outside

5 There are at least two dedicated toilets for staff

6 There is a separate changing area for staff

7 There is a separate staff shower

8 There is space where staff can eat and prepare food

9 The staff room is provided with a work top for suitable for preparing food

10 The staff room is provided with cupboard space suitable for storing food

11 There is space in the staff room for an upright fridge/freezer, microwave and water boiler

12 The staff room is provided with a stainless steel sink with hot and cold water

13 The staff room has a table

14 There is space for four people to sit comfortably at the table

15 The staff room is furnished with comfortable chairs

Building Elements

16 The staff room threshold is flush with general floor level        

17 The door(s) to the staff room has a clear opening more than 800mm wide

Fittings

18 Lockers are provided for staff to securely store their belongings and clothes

19 The staff room is clearly signposted as a staff only area

20 There is space on the staff room walls for a notice board

Environmental Design

21 The staff room has natural light

22 The staff room receives sunlight in the morning or in the afternoon

23 The staff room sunlight in the morning and afternoon



24 The staff room has a view of the open sky

25 The staff room window(s) overlooks outdoor spaces where there is human activity

26 The view from the staff room consists of near and distant features of interest

27 The view from the staff room window consists of natural features

28 The view from the staff room window is free from obstructions, e.g. a blank wall

29 The sill height is less than 600mm above floor level

30 There are shading devices for east, west or south facing windows

31 The shading devices can be operated by the people using the staff room

32 The shading devices fully cover the window(s)

33 The staff room has natural ventilation

34 There are window locks on the staff room window(s)

35 The staff room window(s) can be opened by easily operated controls fixed more than 750mm and less than 1200mm from 
finished floor level

36 The artificial light is well distributed with no areas of deep shadow

37 The light fittings in the staff room conceal the light source from view

38 The electric light illuminance is more than 200 lux

39 The staff room has radiators or under floor heating

40 The radiator or underfloor heating has a low surface temperature

41 The room or radiator has an individual thermostatic temperature control

42 There are no wall mounted electric heaters

43 There are no portable electric heaters

44 The background temperature in the staff room is 18 degrees C

Services and Systems

45 The staff room is provided with an emergency call system

46 The staff room is provided with a telephone

47 There are power points for a fridge/freezer, microwave and water boiler

Finishes

48 The staff room is decorated in a light colour with a matt finish



Catering kitchen

No. ITEM yes no not in 
use n/a

Layout

1 There is a separate entrance to the kitchen

2 Access to the kitchen avoids the need to utilise public access routes

3 There is direct access to the kitchen from a goods yard

4 There is a goods receiving area at the kitchen entrance

Building Elements

5 The kitchen threshold is flush with the general floor level

6 The kitchen entrance door is more than 1050mm wide
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