
 
 

Guildhall Application & Allocation Policy & Procedures 

Guildhall Feoffment Charity Registered Charity Number 211060 

 

1. 

It is the policy of Guildhall Feoffment (the Trust) to avoid prolonged vacancies where 

possible. 

 

2. 

Guildhall Feoffment endeavours to allocate the Trusts almshouse accommodation according 

to the trust scheme dated 21st December 1988 which states: 

2.1. Qualifications of residents. 

The residents shall be (except in special cases to be approved by the Commissioners) poor 

persons of good character who are not less than 60 years of age and who have resided in Bury 

St. Edmunds for not less than five years next preceding the date of their appointment. 

22. Contributions. 

The Trustees may make it a condition of appointing or permitting a person to be or remain a 

resident that he or she shall from resources available to him or her – 

1. contribute a weekly sum towards the cost of maintaining the almshouses belonging to 

the said Charity numbered 1 and essential services therein but so that the amount of 

the weekly sum shall not - 

(a) be such as to cause hardship to him or her; 

(b) be more than the amount approved from time to time by the Commissioners;  

2. contribute towards the cost of lighting and heating the said almshouses and providing 

hot water therein.  

 

3. 

New residents must meet the Charity’s eligibility criteria which include: 

Evidence of financial hardship/poverty 

The Trust will consider the applicants individual situation and in some circumstances beyond 

an applicant’s purely financial situation in terms of poverty. Some people in society are 

“poor” in terms of social interaction and suffer greatly from loneliness for example. 

Neither is having modest savings a barrier; trustees consider that prudent saving to cater of 

retirement should be commended not discouraged. 



 
 

• Inhabitants of Bury St Edmunds 

Trustees seek evidence of having lived or have a very strong connection to the town of Bury 

St Edmunds or the St Edmundsbury Parishes (set out in the Annex) for a period of 5 years 

immediately prior to application. 

• Over the age of 60 

The trust may request verification of age and in extenuating circumstance and subject to 

Charity Commission approval appoint a resident below the age of 60. 

 

Equality & Diversity 

Guildhall Feoffment operates a robust Equality & Diversity Policy, a copy of which is 

available on request. The allocation of almshouses is restricted under the Charity’s 

Constitution, and people are selected for housing services according to their need for the 

service, within the limits of the above eligibility criteria. Subject to this restriction, the 

Trustees do not discriminate on the grounds of age; being or becoming a transsexual person; 

marital status; pregnancy or maternity; disability; race including colour, nationality, ethnic or 

national origin; religion or belief or lack thereof; sex or sexual orientation. 

 

Appointments 

A person appointed as a resident of an almshouse charity is a beneficiary of the charity, not a 

tenant. This means that the resident has no legal interest in the accommodation but occupies it 

under licence with the permission of the trustees. The trustees have the legal rights of owners 

and have no power to grant a tenancy of an almshouse to any beneficiary. 

 

Procedure 

 

Applicant Registration of Interest 

1. Potential applicants are invited to submit a form online, by email or by post 

expressing their interest in almshouse accommodation.  

2. Applicants are advised that their personal details are held according to the Privacy 

Notice.  

3. This list identifies expressions of interest from applicants, rather than acting as a 

waiting list, because it is important for the Charity to provide accommodation to the 

applicant in greatest need when allocating vacant property.  



 
 

4. The Charity will write to everyone on the Applicant List periodically and remove 

those who are no longer contactable or no longer wish to be on the list.  

 

Vacancies 

1. Upon a vacancy arising The Trust will contact all those who have expressed an 

interest by email with details of the almshouse available and the terms.  

2. If there is little interest from the waiting list, the Clerk advertises the vacancy on the 

Charity’s website, and possibly other channels such as social media. Vacancies are 

advertised at least annually.  

Notice of vacancy. 

No appointment of a resident shall be made by the Trustees until a sufficient notice of an 

existing vacancy specifying the qualification required from applicants has been published in 

Bury St. Edmunds by advertisement or otherwise so as to give due publicity to the intended 

appointment but it shall not be necessary to publish a notice if a vacancy occurs within twelve 

calendar months after the last notice of a vacancy among the same class of residents has been 

published. Notices may be according to the form annexed hereto. 

3. Those are interested in pursuing an application for the accommodation are asked to 

complete a full Application Form and return it within a set timeframe.  

• When sending out Application Forms for completion The Trust will also send 

out the following documents: 

• A draft of the appointment letter 

• A draft copy of the Residents Handbook 

• Details of the WMC 

4. Completed application forms are reviewed by the Clerk and Scheme Managers and a 

shortlist of up to up to 5 potential applicants are invited to view the vacant almshouse.  

5. A viewing of the almshouse is arranged and attended by a Scheme Manager or the 

Clerk giving applicants the opportunity to ask questions.  

 

Interviews 

1. The Clerk and at least one Trustee review those applicants who wish to pursue their 

application following the viewing of the almshouse.  

2. Shortlisted applicants are offered an interview in their home or at Guildhall Feoffment 

(College Square) if this is not practical. They are offered a site visit if not already 

undertaken.  

3. Prospective residents are asked to provide financial evidence, usually in the form of 3 

months bank statements, to verify their financial situation.  

4. Shortlisted applicants are interviewed by at least one Trustee, the Clerk and a Scheme 

Manager.  

5. The interview is conducted in line with the Interview Procedure (internal policy).  

6. The is in line with Clause 34 of the Scheme:  



 
 

Applications for appointment. 
All applications for appointment shall be made to the Trustees or their clerk in such manner 

as the Trustees direct. Before appointing any applicant to be a resident the Trustees shall 

require him or her to attend in person unless he or she is physically disabled or the Trustees 

are of opinion that special circumstances render this unnecessary. An applicant may be 

required to supply evidence of his or her qualification for appointment. 

 

Allocations 

1. Following applicant interviews, the candidates are reviewed by the Staff and a 

Trustees.  

2. The Clerk offers the almshouse to the recommended applicant by phone, on behalf of 

the Trustees, subject to suitable references and supporting evidence.  

3. This is followed up with a Letter of Appointment and Resident Handbook. The 

applicant is offered a site visit if they have not already had one.  

4. The successful applicant is asked to provide suitable ID evidence of address.  

5. The Clerk writes to unsuccessful applicants advising them of the Trustees decision 

and asking if they wish to remain on the Applicant List.  

 

New residents 

1. When the move-in date is known, the Clerk informs Trustees at the next meeting and 

Scheme Managers let other residents know via the newsletter.  

2. Arrangements are made according to the Resident Moving-In Procedure.  

3. 3 yearly checks are carried out to ensure all existing residents still meed the 

requirements of the charity in terms of their “need”.  
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