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Activities to be undertaken ahead of the assessment
	Task
	Assigned to
	 
	Prior to week 1
	Week 1
	Week 2
	Week 3
	Week 4
	Week 5
	Week 6
	Week 7
	Week 8
	Week 9
	Post week 9

	Assessment preparation
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Collate documents for each Outcome in scope
	IG team
IT team
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Discuss and agree current position of each Outcome (Achieved, Partially Achieved, Not Achieved)
	IG Manager
IT Manager
SIRO
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Draft Terms of Reference and document request list
	Assessors
	
	
	
	
	
	
	
	
	
	
	
	

	Agree Terms of Reference with assessors
	IG Manager
IT Manager
SIRO
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Communicate assessment timelines with departments
	IG Manager
IT Manager
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 










Activities to be undertaken during the assessment
	Task
	Assigned to
	 
	Prior to week 1
	Week 1
	Week 2
	Week 3
	Week 4
	Week 5
	Week 6
	Week 7
	Week 8
	Week 9
	Post week 9

	Assessment
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Kick off call
	IG Manager
IT Manager
Assessors
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Arrange fieldwork meetings
	IG Manager
IT Manager
Assessors
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Send documents to assessor
	IG Manager
IT Manager
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Carry out evidence review
	Assessors
	
	
	
	
	
	
	
	
	
	
	
	

	Take part in fieldwork meetings and collate additional documents
	IG Manager
IT Manager
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Close out call
	IG Manager
IT Manager
Assessors
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 









Activities to be undertaken on conclusion of the assessment
	Task
	Assigned to
	 
	Prior to week 1
	Week 1
	Week 2
	Week 3
	Week 4
	Week 5
	Week 6
	Week 7
	Week 8
	Week 9
	Post week 9

	Post assessment actions
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Draft report with findings, risks and recommended actions
	Assessors
	
	
	
	
	
	
	
	
	
	
	
	

	Read and discuss draft report
	IG/IT Manager
SIRO
DPO
Caldicott Guardian
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Agree action owners and timelines
	IG/IT Manager
SIRO
DPO
Caldicott Guardian
Assessors
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Provide management responses
	IG/IT Manager
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Draft final report
	Assessors
	
	
	
	
	
	
	
	
	
	
	
	

	Read and agree final report
	IG/IT Manager
SIRO
DPO
Caldicott Guardian
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Create action plan for remediation of findings
	IG/IT Manager
SIRO
DPO
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Add assessors to the toolkit
	IG Manager
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Submit final report to the Toolkit
	Assessors
	
	
	
	
	
	
	
	
	
	
	
	

	Submit final report to NHSE
	SIRO
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Present final report to audit committee
	SIRO
Assessors
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Ongoing reporting of progress to audit committee
	SIRO
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