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INTRODUCTION


Welcome to Harbour House, we hope you’ll be very happy here.  This booklet contains most of the information you need to help you settle in.  Your personal needs will be discussed with you individually by a member of the care team.

























COMPLAINTS

If you do have a complaint your first point of contact should be either the Home Manager or Head of Care.  If the problem is still not resolved you may refer to the Management Committee by writing to the Chairman.  If following this process you still have a grievance you may apply to :

The Care Quality Commission
South West Region
Gallowgate
Newcastle upon Tyne
NE1 4PA





SAFETY

All our rooms have new fire doors which will close automatically if the fire bells ring.  In the event of the fire bells sounding please remain in your rooms closing any windows.  If you are not in your room, the corridor doors will close and a member of staff will come and assist you.  

All fire doors are closed from 10pm until 6am.

[image: C:\Documents and Settings\Jean Mitchell\Local Settings\Temporary Internet Files\Content.IE5\F3SJPCC2\MC900290918[1].wmf]Please note fire bells are usually tested every Tuesday during lunch.





MEALS

Breakfast is served in the dining room at 8.30, but you may prefer to have it in your room.  Please discuss arrangements with the care staff.  Lunch is at 12.30 and supper is at 18.30.  Please try to be punctual for these meals.

A menu is put up next to the notice board soon after breakfast and if you would prefer an alternative main dish, please let the kitchen staff know before 10.30, and they will do their best to accommodate you.
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At 10.30 there is morning coffee in the lounge and afternoon tea is also served in the lounge at 15.30.

[image: C:\Documents and Settings\Jean Mitchell\Local Settings\Temporary Internet Files\Content.IE5\JQJKFDDM\MC900237629[1].wmf]A late night drink is available between 20.30 and 21.00 from the night staff.  Just leave a mug outside your room if you would like one.  If you intend being out for a meal please write your name in the book kept on top of the fridge in the dining room.  If you would like a guest to stay for lunch or supper please let the kitchen know as soon as possible.





RECYCLING

[image: C:\Users\todd\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\WM70LYG6\MC900433846[1].png]In the cupboard in the front hall you will find two containers.  One is for glass bottles and one for newspapers.  Cardboard can be placed in the yard by the bins near the laundry door.













HARBOUR HOUSE SHOP

This is a shop provided by the residents for residents and items are available from it on a Tuesday morning in the colonnade between 10.00 and 11.15.  It supplies toiletries, sweets, tissues etc.  If you require particular items you can place requests when it is open.


CHEQUE CASHING FACILITY

[image: C:\Documents and Settings\Jean Mitchell\Local Settings\Temporary Internet Files\Content.IE5\WIPA1YAB\MC900233940[1].wmf]Our Assistant Treasurer Suzanne Price is available every Tuesday morning between 10 and 11 in the colonnade to cash cheques for residents.  Please make cheques payable to West Bay Housing Society Ltd.




If you are away for four days or more you may claim a refund for your meals.  Please see the care staff for a claims form.

You are able to make tea in your own room and should you need milk for this there is a fridge situated on your landing, except for the ground floor, where the fridge is in the dining room.  The milk in the fridge is put there for your personal use and is replaced with fresh milk twice a day.  Please help yourself.




PRESCRIPTIONS

Please put your medication requests into the care office by 10.30 on a Sunday morning.  They will then be ordered on Monday and will arrive the following Friday and be delivered, by the carers, to your room.  It is advisable that you make sure you have two weeks supply at any time so that you do not run out.  If you do run out please see the carers and they will endeavour to obtain supplies for you.
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ELECTRIC BUGGY

Harbour House has its own electric buggy for your use.  The buggy is kept in the buggy shed at the bottom of the steps in the main garden.  The key to this shed hangs in the cupboard by the front door.  You will need to ask the carers for the key to the buggy itself when you wish to use it.  Carers will show you how it is operated.










[image: C:\Users\todd\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\WM70LYG6\MC900434810[1].png]LIBRARY

There is a library in the lounge and these books are lent to us from Dorchester library and are changed every five weeks.  When you take out a book please enter the title and author and your name and the date you took the book, in the lending book provided on the shelf above the library.


When you return books please put them back in alphabetical order and enter the date of return against your name.  There are request forms if you want to order a specific book.  The mobile library visits The Green outside the gate every second Tuesday between 14.30 and 15.30.

ROOM CLEANING

[image: C:\Users\todd\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\6KAL1Y05\MC900241319[1].wmf]Your room will be cleaned at regular intervals by one of the domestic team assigned to your corridor on a daily basis.  It is advisable for you to have a full room turnout at least once a month; you can discuss what times suit you best with the Housekeeper or a member of the domestic team.  This task takes approximately two hours and at this time you are requested to vacate your room.  The staff member will come and tell you when your room is ready for you.  






QUIET TIME

There is a Quiet Room situated on the first floor outside the lift.  You turn right on coming out of the lift and it is the first room on your left.  Every morning at 10.00 there is a twenty minute period of quiet worship and all are welcome.




HOLY COMMUNION

This is held in the Quiet Room on the last Tuesday of every month at 11.15.



ACTIVITIES

We have a dedicated Activities Coordinator.  Many varied hobbies are catered for, games, films, outings and visits to places of interest.  Themed supper nights and croquet is played during the summer months.
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Incoming mail is put in the pigeon holes outside the dining room in the slot marked with your room number.  Outgoing letters can be placed in the wooden bowl at the far end of the colonnade.  Anyone, staff or resident, who is going to be passing a post box can pick up these letters and post them.








WALKING AIDS

Many residents use these, and to avoid clutter, they are removed from the dining room during meal times after the user is seated.  It is requested that if they are taken into the lounge at coffee or tea time, they are tucked away unobtrusively.  Walking sticks can be placed in the holders provided in the dining room and lounge.
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NEWSPAPERS

These can be ordered at Harbour Stores in West Bay via the carers and when delivered are put on the chest in the central lobby.  You will be sent a monthly bill and you should pay this into the care office.
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[image: C:\Documents and Settings\Jean Mitchell\Local Settings\Temporary Internet Files\Content.IE5\JQJKFDDM\MC900030276[1].wmf]LAUNDRY

Each resident is allocated a two hour slot in the week when personal laundry can be done.  A carer will show you how to operate the machines.  For those of you who cannot do your own laundry the carers will do this for you and allocate a day and time to you when this will be done.  When ironing please remember to always stand the iron on the special mat provided and when finished make sure the iron is switched off at the wall and remove the plug from the socket.  The roller iron is for carers’ use only.  After doing your laundry you may take it to the airing cupboard on the first floor next to the Quiet Room.  There is an allocated space for this marked with your room number.
SECURITY

During the day doors into the gardens are open and you can come and go as you like.  To open the door by the garages, known as the South door, you will need to have the code – please see the care staff for this information.  The front door into George Street remains locked at all times and you will find the bell situated to the right hand side of the front entrance to summon assistance in entering the building.  The laundry door is locked at 18.30, the colonnade and garden doors are locked at dusk.  The South door remains unlocked until 22.30.  If you are expected late back please use the entrance in George Street.  There is always someone around to answer the bell.
THE NOTICEBOARD

The notice board in the central lobby is vital to the smooth running of Harbour House.  Please read it frequently.  If you are unable to read these notices please ask for assistance, either from the carers or a fellow resident.

The seating plan for the dining room, which is changed on the first Monday of the month, will be posted up on the board on the Sunday before.  Proposed visits from the chiropodist and manicurist will appear here.  
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We have the main lawned garden area to the rear of the building and a beautiful cottage garden, approached from the back yard.

We have a gardener who maintains the Harbour House grounds and can help with small gardening duties if required.  We also have a handyman who can help with general jobs in your room.
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TRUNK ROOM

This is situated on the ground floor next to the assisted bathroom.  You may store things in this room you do not need on a shelf marked with your room number.  The key for this room hangs in the cupboard immediately inside the front door.
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