Guildhall Interview Procedure [Internal Policy]

Guildhall Feoffment Charity Registered Charity Number 211060

Introduction

The Clerk and at least one Trustee review those applicants who wish to pursue their
application following the viewing of the almshouse.

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.

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

This is in line with Clause 34 of the Scheme:

34. 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.

The Clerk or Scheme Manager will usually arrange the interviews.

The interview is conducted by at least one Trustee, the Clerk and a Scheme Manager
(Interview Panel).

If achievable the interview is conducted at the applicant’s home address. This allows the
Interview Panel to assess any adaptation needs the candidate may require and also gives an

opportunity for the home address to be assessed in terms of how it is kept and provides
verification of needs.

Interview Format

The interview will usually be conducted as follows:

Trustee Introduction

The Trustee introduces themselves and talks about the history of almshouses and Guildhall
Feoffment. He/she will enquire about the candidate’s life history and why he/she is seeking

accommodation in an almshouse.

The following points are explained:



e Accommodation provided as a licence — not a tenancy
e Must be capable of living independently — no care given
o Home for life as long as still meets charity criteria

Clerk’s Discussion

The Clerk then goes on to talk about the practical arrangements, key information and ensures this
is understood, which may include:

e WMC rate and future increases

e How WMC is to be paid

o Benefits claims

o Utility charges

e Council tax

e Pets policy

e Floor coverings/curtains

e Visitors

e Adaptations/improvements

e The need to keep almshouse reasonably neat and tidy

e Supply of white goods

o External/internal decoration and maintenance

e Responsibility for gardens/common areas

e When would applicant be looking to take up residency

o Confirms that if successful the applicant will be required to provide verification of
address/ID and bank statement/s for the past 3 months to verify their need

Scheme Manager Introduction

The Scheme Manager then introduces their role and explains that they are there to oversee the
smooth running of the almshouses on a daily basis and to look out for residents.

This may include discussion of:

e Social events

e Alarms — residents can elect to have one or may be requested to have one

e Repairs needed

e Help with forms

e Annual commemoration — explanation of when it is held and encouragement to attend

Closing the Interview

The Trustee wraps up the interview by asking if there are any other questions and confirms
that other applicants are also being interviewed.

If candidates are unsuccessful it may simply be because another applicant’s needs are
considered greater.



