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INTRODUCTION

The aim of this booklet is to inform people living at Shenehom about their rights and responsibilities. We want it to contain the sort of information that you as a resident will find useful. Please let us know if there is anything useful which could be added to future editions.

It is important that residents are able to make choices and decisions affecting their own lives. Consequently, we want all the residents of Shenehom to play a part in the running of the house, both individually and as a group.

We encourage everyone, no matter whether they stay at Shenehom for a long or short period of time, to treat the house as their own home. As well as this giving certain advantages it also gives certain responsibilities including respecting the fact that Shenehom is also the home of fellow residents.

All residents are expected to participate in the domestic routine of the house to the best of their abilities and to keep their rooms clean.

REGISTRATION

The house is a registered care home with Care Quality Commission.  Details of the Commission and where to contact them is given in the complaints procedure which is included in this booklet. A copy of the most recent Inspection report is available on request.

The Purpose and Philosophy of Care of Shenehom
Philosophy of Care

Shenehom Housing Association, founded in 1990, is dedicated to supporting people with mental health problems to live in a way that maximises their potential to live positively in a friendly and homely environment and enables them to feel socially included and valued within the community.

By recognising resident's individual capabilities and preferences, and by adopting a person centred planning approach, we promote independent living, privacy, dignity, choice and equality and diversity. Within this we encourage residents to express their feelings and needs and provide them with professional support towards achieving their individual goals and ambitions.

Written by the staff team and residents September 2009

RESIDENTS RIGHTS
1. Choice
 It is our aim to enable you to make informed choices about all aspects your life. We believe that you are capable of making decisions about your lifestyle (i.e. what to eat and when, what clothes to wear etc.) and of looking after your own money, pension books and medication unless you tell us otherwise.

2. Independence

 We attempt to encourage you to be independent and to feel free to use the facilities and resources of the home as you choose. We believe you have the right to make decisions and take risks as long as this does not put others at risk.

 You have your own front door key and are free to come and go as you please (see Fire Policy section re letting staff know if you are going out) We provide assistance when necessary with transport and staff to accompany you to enable 
you to participate in activities in the community and to visit relatives and friends.

3. Religious beliefs and cultural needs
 Your religious beliefs, cultural needs and personal preferences are respected and you are encouraged to follow your chosen religious and cultural practices unless these interfere seriously with the rights or safety of other residents or staff.

4. Privacy

 Your privacy will be respected. Bedroom and bathroom doors are lockable and staff will not enter without knocking. Staff will only enter your room without your permission if there is an immediate danger to your health and safety or of serious damage to the building and/or your belongings or for necessary maintenance.

5. Visitors

 You have the right to private visits from friends and relatives. If you wish your guests to join you for meals, please give the staff reasonable notice. If you want a guest to stay overnight please check this out with the staff on duty.

6. Advocates
 You are entitled to use an advocate to discuss issues with and to act on your behalf. Your Key worker can act as your advocate in certain circumstances (i.e. dealing with the D.S.S or the Health Authority) or alternatively we can arrange for you to see an independent advocate if you wish (phone number at back of handbook).

INFORMATION ABOUT THE HOME
ACCOMMODATION 

Bedroom

You will have your own furnished, lockable room, complete with wash basin and lockable cupboard.  We will try to accommodate any personal possessions you may bring with you, the main limitation being space.  You are encouraged to personalise your room and will be consulted regarding redecoration.

Staff will only enter your room without your permission if there is:-

 an immediate danger to your health and safety  
 or an immediate danger of serious damage to the building and/or your belongings 

 or for necessary maintenance.

Communal Areas

Bathrooms and toilets, lounges, the Holmes Room and the kitchen are all shared with your fellow residents.

Facilities and Services

The following facilities are available within the home.

a)
Laundry room with washing machine and drier.

b)
Residents telephone booth.

c)
2 Lounges, with television and hi-fi equipment.

d)
Kitchen with electric ovens and electric induction hobs
e)
Small, pretty garden area.

f)
A small library that is also a relaxation room
g)
The extension for activities and dining.
Meals
All food is provided.  Breakfast is self catering as are some lunches during the week.  Lunch and dinner are prepared communally by a resident and staff member.  Menus are written one weeks at a time, by the residents.  We aim to provide a varied and healthy diet.  If you require a special diet or culturally appropriate meals we will aim to meet your needs.  We encourage everyone to eat together but you may eat by yourself, in private, if you wish to do so.
Clothing Allowance
Shenehom provides an annual clothing allowance, to supplement the cost of clothes shopping, from its amenities fund.  For the year 2014 the amount was £230.00 per year.   If required your key worker can provide assistance with shopping.

Laundry Room
The laundry facilities are available on the ground floor.  Washing powder is provided.  Assistance can be given by staff if you require it.  Please put in at least half a load in the washing machine to avoid mechanical problems.

We ask everyone not to use the laundry room between 10pm and 8am to avoid noise disturbance.  

Toiletries
We provide a basic range of toiletries for each resident, including toothbrushes, toothpaste, soap, shampoo, deodorant, items of feminine hygiene and razors. 

Holidays and Outings
Shenehom offers every resident the opportunity to go on at least one communal holiday each year.  The destination is decided by the residents, but consideration has to be paid to constraints of our budget and staff availability.  If you wish to go on holiday independently or with relatives or friends, we will consider requests for financial assistance.

We organise regular outings by public transport and minibus each month, to destinations chosen by residents.  Suggestions are always welcome.

Visitors
You have the right to private visits from friends and relatives.  If you wish your guests to join you for meals, please give the staff reasonable notice. If you want a guest to stay overnight please check this out with staff beforehand.  

Smoking
Smoking is not permitted in any of the communal areas of the building or in your room.
Smoking is a serious health and safety risk and fire hazard and for this reason Shenehom does not allow smoking in your bedroom. There is a lovely garden to sit in and smoke. A patio heater is provided, plus lighting and a shelter (from rain.) See the smoking policy attached to this handbook for further details. 
Safe Keeping of Valuables
You are responsible for the safe keeping of any valuables and personal possessions.  You may wish to use your lockable cupboard for this purpose.  Please discuss any problems you have regarding the storing of valuables with staff. If staff are safeguarding any valuables on your behalf, we are required by law to keep a record of such items.  You are entitled to view this record. 

Insurance
In the event of fire or other similar hazard, Shenehom's insurance policy covers loss and damage of your personal effects such as clothing.  HOWEVER, it does not cover personal items of value i.e. money, jewellery, hi-fi, TV, radio cassette players or furs.  You should arrange your own insurance cover for such items.

Staffing
 The house is staffed twenty four hours a day.  

 During the week, there are usually two to three members of staff on duty during the day and early evening.  At weekends there is one member of staff on duty.  The staff member who stays overnight is known as the 'sleep-in' worker and is available for emergencies only between 10.30pm to 8am. At all times, a senior member of staff is available 'on call' to help deal with any emergency. The ‘on call’ worker will be contacted by staff on duty if they feel it is necessary.

 Staff meet twice on a daily basis at 9.40am and at 2.30pm in the office.  This is known as 'Handover'.  This meeting is to inform staff coming on shift of the events of the day.  On Mondays and Tuesday, staff have another meeting at 3-4pm where they discuss the business of the home, care plans and the best ways of providing support.  Some of these meetings may contain confidential information, we therefore ask that you not to wait outside the office door or interrupt these meetings. We ask that you respect this administration time.  Staff will be available following these meetings. 

Key Worker
You will have a member of staff as your key worker.  They will meet with you regularly to work out a care plan, assess progress made, discuss any problems and offer assistance.  They can offer support with emotional, practical or financial issues.  If they cannot help you personally they will aid you to obtain specialist services available in the community.  The aim of this support is to enable you to gain or maintain control over your life.

Care Plans and Reviews
You should have a copy of your care plan from the local Community Mental Health Team.  You will also have a care plan that relates more specifically to Shenehom.  This is your opportunity to clarify your needs, goals and outline your expectations of staff.  The aim of the care plan is to ensure you receive the level of support you require and helps you work toward your aspirations and goals. Your care plan will be ‘outcome focused’. This means that you will identify certain goals involving maintenance and change and there will be a focus on reaching your goals to help you. 
Your key worker will arrange six monthly reviews for you and these can be person centred. You will also have, at least annually, one meeting with the psychiatrist which usually takes place at Shenehom.  You are entitled to request a friend or relative to attend if you wish. 

SHENEHOM'S EXPECTATIONS OF RESIDENTS

1.
Payment of Accommodation Charges
Residents are expected to collect their benefit from the Post Office and pay the appropriate amount towards the cost of their accommodation each week. The fee is inclusive (see Accommodation above) and increases each year. You will receive notification a month before the increase. Those residents on benefit will receive the increase from the statutory authorities.  You are able to set up direct debits to pay your rent if you prefer. 
If you are anxious about going to the Post Office, staff will accompany you until you feel able to go on your own.  If you get into arrears (behind with rent), and the issue cannot be resolved quickly, a meeting will be arranged, involving the Care Manger to arrange repayment.  If this cannot be arranged satisfactorily then Shenehom will consider eviction. (See Arrears Policy). In cases where the Department of Social Security (D.S.S.) have not paid the correct amount this will not apply and staff will help you liaise with the D.S.S.  If you are not receiving any benefit, but are waiting to receive it, Shenehom will, if you have no other funds, loan you your personal allowance each week, until the claim is settled.

2.
Medication and Health Care Services
You are expected to register with a local GP of your choice within the first week of staying at Shenehom.

Should you wish to make any changes to the psychiatric medication you take, this must be done through your Psychiatrist.  In normal circumstances, we would encourage residents to take prescribed medication.  A decision not to take prescribed medication will result in staff liaising with the appropriate professionals.  Staff will support residents in obtaining further information and any necessary review of medication.

Local dental and chiropody practice address are available from the office.

3.
Morning Meeting and Daily Jobs
 We have a rewards meeting on a Monday and jobs are designated at this meeting
 As we do not have cleaners here all the time it is important that we all carry out the allocated jobs.  If you have any difficulties, please ask the staff for assistance.

4.
Community Meeting
You are expected to attend the weekly Community Meeting on Monday at 1.30pm.  This is where you can bring up any issues relating to life at Shenehom that may affect the whole household.  Residents take it in turn to chair and minute the meeting. We also plan the menus for the week at this meeting and encourage all to attend so you can get your choices for food heard. 
5.
Room Cleanliness
In order to meet the health and safety requirements of the Care Quality Commission we ask you to keep your room clean and reasonably tidy.  If you require assistance please contact staff. Staff may have to spot check your room with you present, if you regularly keep your room in an unsatisfactory condition and we will need to have a management plan drawn up. 
6.
Day Time Activities
Shenehom wishes for residents to lead the lives they wish to lead. We hold many groups here per week and please attend those that interest you. You are also strongly encouraged to go out within the local community as much as you can. We encourage residents to attend courses and undertake voluntary work. 
7.
Language and Behaviour

You are expected to treat other residents and staff in the house with respect.  This means swearing, shouting, bullying etc. will not be tolerated.  You are encouraged to seek staff support if you find yourself subjected to this behaviour.  Please see Equality and Diversity section of this handbook.  

8
Alcohol
Antisocial or dangerous behaviour due to alcohol consumption would result in termination of your tenancy. Excessive use of alcohol is discouraged as this may affect the medication you are on as well as your health. We encourage you not to drink alcohol before 3pm and to drink responsively. If your alcohol consumption poses a management problem it could lead to a termination of your tenancy/licence agreement. 
9.
Illegal Substances

In accordance with the law, no illegal substances are allowed on, or to be consumed on, the premises


10.
Night Time

During the night you are expected to carry out any activity quietly so as not to disturb other residents.  This includes keeping radio's etc. to a non-intrusive level and to shut doors quietly. We encourage all residents to be in their rooms by 11pm on days preceding a weekday so as to make it easier to get up on the following day for the morning meeting. 

11. Termination of Contract
Your License Agreement covers your obligations as a resident at Shenehom and states that you can terminate your tenancy by giving 28 days notice in writing.

12.  Views of Shenehom
Each year (usually towards the end of the Summer) Shenehom holds an Annual Review Day when we are joined by two members of the Trustees. Prior to this day a questionnaire is given to each resident which they fill in and the contents of the day is worked out by your responses. An action plan is drawn up and reviewed three monthly throughout the year to ensure that the Review Day suggestions are followed up. Recent Review Days have looked at areas raised by the residents such as holidays and outings, house rules concerning smoking and self catering arrangements. Copies of the results of our surveys are kept on file and are available on request.

Policies are in appendix 1

Reviewed and revised in May 2014 by CMF

HELP LINES
ALCOHOL COUNSELLING SERVICE - 020 8940 7542

CITIZENS ADVICE BUREAU

Twickenham - 020 8891 0597

Sheen - 020 8876 1513

COUNCIL FOR VOLUNTARY SERVICES - 020 8940 6235

COUNSELLING SERVICE- 020 8940 7628

DRUG LINE - 020 8332 6034

HEARING VOICES NETWORK

C/o Creative Support

16 Tariff Street

Manchester  M1 2EP

0161 228 3896

LONDON LESBIAN AND GAY SWITCHBOARD - 020 7837 7324 (24 hour)

MANIC DEPRESSION FELLOWSHIP

8-10 High Street

Kingston-upon-Thames

020 8974 6550

MIND

National Office - 020 7637 0741

Richmond and Barnes MIND - 020 8940 2965

SAMARITANS

106 Felsham Road

SW15

020 8789 9121

SANE LINE

Helpline: 020 7724 8000

FACILITIES
Cinemas
Hammersmith (MGM) Information Line

020 8748 0557

Richmond: Information Line 01426 915474


       Booking Line      0870 505 0007


Hounslow Multi-Cultural Centre

49/53 Derby Road

Hounslow  TW3 3UQ

020 8577 2702

Richmond Adult Community College

Clifden Road

Twickenham  TW1 4LT

020 8891 6285

RELIGIOUS PLACES OF WORSHIP AND FACILITIES

Kingston Mosque/Islamic Cultural Centre

55 East Road

Kingston Upon Thames

020 8549 5315

Richmond Synagogue

Lichfield Gardens

Richmond

020 8940 3526

St Mary’s

Church Road

London  SW13

020 8741 5422

St Osmond’s

79 Castlenau

Barnes

London  SW13 9RT

020 8748 5833
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