Guildhall Procedure for Vacancies and
Resident Appointments

Guildhall Feoffment Charity Registered charity number: 211060

This document aims to give guidance to Feoffees and Staff on the
procedures to be followed when a vacancy arises.

The “rules” for selecting and appointing residents differ for the 3 almshouse charities, and
these must be followed — full details below.

Advertising a Vacancy

If there has been a charity vacancy in the preceding 12 months a vacancy should be
advertised.

This will vary for each charity — for example Fennell Memorial Homes will need to
be advertise more widely geographically to find a qualified resident.

Suggested that a deadline is set for applications.

Advertise internally

Review waiting list and speak to applicants who meet criteria

Selecting a shortlist for viewings

Scheme Managers and Clerk agree those which will be invited to view property — in
line with charity criteria

Those who view property and wish to progress their application to be kept up to date
on the progress of their application by the Scheme Managers.

After conducting viewings, the Scheme Managers make recommendations to the
Clerk and Feoffees on suitable candidates to interview.

Existing residents may apply by completion of an application form and application is
considered along with others.

At the viewing a standard copy of appointment letter to be given to the applicants for
their perusal

Scheme Managers note any observations on suitability or otherwise at the viewing
including ability to live independently



Selection for Interview

The Scheme Managers and Clerk discuss those applicants who wish to pursue their
application after a viewing bearing in mind the Assessment Criteria (below)

Max 2 selected for interview to avoid disappointment

The Clerk set up interview with the panel and the scheme managers liaise with the
applicants

The Scheme Managers notify any applicants who viewed but are not selected for
interview at this stage.

Interview Procedure

The interviewers must be non-committal as to the applicant’s chances and, if
questioned, should refer to there being several applicants who will all have priority at
some level to be considered.
Interview panel to consider of at least one feoffee, the Clerk and a Scheme Manager
If feasible the interview should take place at the applicant’s current address
The interview to take place in person unless there are exceptional circumstances
Advise the applicant that the decision to appoint is based on various criteria (housing,
financial, social) and the applicant with the greatest need will be selected. The final
decision is made by the trustees and the applicant will be informed of the outcome
over the next few weeks.
The applicant(s) must be informed that, if they are selected for the accommodation,
they will be appointed as beneficiaries of the charity. They will not be tenants and
will have no legal interest in the property. Although, in most circumstances, the
accommodation is for life, residents may have to move out if they require residential
or nursing care or they are in breach of the terms of their appointment, or there is a
change in their circumstances.
Establish reason for wanting to move
Does the applicant understand what is meant by living in an Almshouse? Communal,
certain rules and procedures, won’t have protection of a Tenant, must be able to live
independently.
Does the applicant have any current home care arrangements e.g. meals on wheels,
carers with tasks such as dressing, shopping, cleaning? Are these by private
arrangement or via social services?
Explain “nuts and bolts”

o WMC - what it is and how much, reviews
What is included in terms of utilities
Internal — decorations, carpets
External & Structural Maintenance
Garden — who is responsible
Pets
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White goods (if any)

Personal Alarm

What is provided in terms of “care”

Commemoration

Handbook and “House rules”

If successful will ask for 3 months bank statements and ID — to verify need
and identity. Destroyed in accordance with GDPR policy.
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Scheme Managers explain how the almshouses operate and how they help and support
residents.

Post Interview

The panel discusses the applicants and their suitability and decides on an
appointment.

The Scheme Managers or the Clerk confirm with the applicant and the Clerk takes up
verification of documents.

Move in date is agreed

The Scheme Managers or the Clerk let unsuccessful applicants know of the decision.
The Clerk issues a Letter of Appointment for signature and return before the agreed
move date.

The Clerk/Scheme Managers prepare a handbook and provide this upon move in
along with a copy of the signed letter of appointment.

The Clerk notifies utility providers and Council Tax of the move in date.

The Scheme managers notify the personal alarm provider of the change.

Assessment Criteria of Applicants

Must be capable of independent living
Suitability for communal living

Guildhall Feoffment

(College Square, Long Row Southgate Street, and Long Row Northgate Street)
To quality, residents should be:

“Poor” persons of good character — now we refer to “in need”
Over the age of 60



e Have resided in Bury St Edmunds for not less than five years prior to their
appointment

Fennell Memorial Homes
(St Andrew’s Street)
To qualify, residents should be:
e Men and women in reduced circumstances, though not necessarily without means of
their own
e Age, religious opinions, or previous non-residence in Bury St Edmunds or the
surrounding area shall not be a barrier
e Members or attenders of the Society of Friends (Quakers) shall be preferred, if
otherwise eligible

The Charity of Sir Thomas & Lady Kytson
(Kytson Cottage, Hengrave)
To quality, residents should be:

e Persons in need

e Residing in one of the following parishes (Area of Benefit): Chevington, Fornham All
Saints, Fornham St Genevieve, Fornham St Martin, Flempton, Hargrave, Hengrave,
Lackford, Risby, Westley, or neighbouring parishes



