
Working together to support new admissions from Hospital
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T:  0191 691 3729
E: necsu.capacitytracker@nhs.net
Register here: https://capacitytracker.com
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Increasing support and collaboration  

• The Capacity Tracker is being used effectively to 
support Discharge in many areas of England 
where it is being used as a tool to Broker 
valuable conversations about individuals, as 
opposed to speculative calls being made to check 
the number of vacancies available. (see Case 
Studies, slide 8).  

• To help reduce the burden on providers 
responding to a  number of speculative calls to 
check the number of vacancies available to take 
admissions, it is crucial that Care Homes update 
their vacancies as and when things change but at 
least refresh their information every 48 hours.  
This in turn provides confidence and assurance to 
Discharge Teams and reduces the likelihood of 
speculative calls needing to be made.

• Conditions attached to the ASC Discharge Fund
include providers needing to maintain an 
accurate picture of their vacancies.

https://www.gov.uk/government/publications/adult-social-care-discharge-fund


Top Tips

From the Home Page navigate to either:

➢ The Care Home Tile

➢ Providers on the Blue bar 

➢ Provider Bulk Update Template (for 
providers who have 5 or more locations)

How to update vacancy information



Review the Services offered

Short Stay Services/Step 
down:
➢ In selecting these 

services, you are 
indicating that you are 
willing to consider a 
admission to fill any of 
your declared long-term 
vacancies. 

➢ Your short stay/step 
down service offer will 
appear in the 'Find Care 
Homes' section when a 
Health and Social Care 
Professional is searching 
for short-term/step 
down admissions. 

Long Term Vacancy Types:
➢ Select which vacancy types your location offers 
➢ When selected these will turn green to confirm your selection
➢ Once completed and saved you will be taken to the provider update page to input 

cost, occupancy and vacancy information.

Select, If you do not accept 
any short stay 
services/stepdown

Click here to review your 
services offered



Enter the number of 
residents who are in your 
location against each vacancy 
type (including a resident in 
hospital where the bed is 
being ‘held’ for their return)

The number of vacancies 
that are pending a new 
resident being admitted –
Do NOT include block 
booked/LA/NHS funded 
beds

Input all vacancies 
INCLUDING those that are 
part of block booked 
contracts/LA/NHS funded 
vacancies that you can 
safely admit today 

Capture the number of 
vacant beds that are NOT 
available to accept 
admissions and select 
appropriate reason from 
the drop down box down 
box

Provider Update: Maintain Costs, Occupancy & Vacancies

Indicate if you Accept Out of Hours Admissions by selecting Yes 
or No. 

Admission status is auto populated.   
If you have entered vacancies in (Vacant) Accepting Admissions’
the status will auto-populate to ‘Accepting Admissions’.
If you have entered 0 in this field the status will  auto-populate 
to ‘Not Accepting admissions’

Enter  an indicative ‘price 
per week’, per vacancy 
type. Note: Costs should 
be above £100 or the 
system will return an error 
message



Reviewing the Bulk Update Template

Click on the Care Home Update Template and an 
Excel spreadsheet will open automatically

The bulk Template is split into 3 tabs: Instructions, Capacities and Care Homes
1. Review the cells highlighted in light yellow in the ‘Capacities’ tab to ensure your costs, vacancies, 

occupancy and resident count details are correct 
2. When reviewing the care home tab ensure that column D ‘Accepting Out of Hours Admissions’ is 

refreshed and up to date 

When you are finished save the updated Excel and 

upload to the system in the usual way.  Further 

guidance relating to the bulk upload template can be 

found in the Resource Centre under Guidance and 

Information, CT Guidance, What’s New. 

https://capacitytracker.com/resource-

center/category/61/whats-new

https://capacitytracker.com/resource-center/category/61/whats-new


Locations need to update the Vacant 
(Accepting Admissions) with ALL 
vacancies, including those that may be 
ring-fenced via block-booked contracts.

Search by postcode – particularly useful 
for sourcing out-of-area placements.

How does my information help Discharge Teams? 

Discharge & Brokerage teams rely on locations 
providing updates ideally in the last 24 hours.

Search by CQC Rating, 
Brand, price or language

Search for key words 
within Notes – i.e. Hoist, 
Bariatric, Wheelchair, Lift, 
Pets Allowed

Options in the Vacancy Type list will be based on 
whether you selected Long Term or Short Stay.
Select All Vacancy Types or anything specific.

• Use: Search functionality for Discharge Teams to source available care home beds. You can export the results into a 

CSV/Excel file.

• Location: Find  >  Find Care Home Vacancies
Select Help Guide for further information

https://careproduksstore.blob.core.windows.net/carehomeuserdocs/cribs/find-carehomes.pdf


Demonstrating Value….

Select each 
Case Study for 
more 
information


