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Hello, 
and a very warm welcome from the team here at Richmond House. 



We’re delighted that you’ve come to stay with us at Richmond House, we hope you will feel at home. This welcome pack contains lots of useful information about daily life here. 

You will also meet with the manger and complete the Residency agreement where further information will be shared in regards to staying with us at Richmond House 

If at any time you have questions, please do not hesitate to speak to any of the care team. Kind Regards,

The Team at Richmond House


Richmond House
Drummond Terrace
Crieff
Perthshire
PH7 4AF

Tel: 01764 653934 
Email: Admin@richmondcommunity.org









Getting to Know You…
It’s important that you feel like you are at home while you are at Richmond House. We’ll work with you to develop a care plan that reflects you’re your strengths are, what you want to achieve and how you want to be supported. We always encourage residents to make the most of their potential and the opportunities available in the home. We work closely with families, friends, advocates and a variety of other professionals so that the service we provide meets your needs. 


Review / Care Planning
Our six-monthly reviews are now based on the new Health and Social Care Standards which will came into effect in April 2018.  The Standards are underpinned by five principles; dignity and respect, compassion, being included, responsive care and support and wellbeing. 



Newspaper/Magazine Delivery 
We can arrange for delivery of newspapers or magazines. Please ask a member of staff to arrange this for you. The retail price will be charged for these. The Home also receives copies of the local information booklet “The Crieff & Comrie Quair”.



Your Room…

 Call System
[image: ]Every room in Richmond House is fitted with a special call or ‘buzzer’ system.  This system allows you to call on the assistance of the care staff at any time.  One of the care staff will show you how to use this.  
 



[image: ]Personal Items 
We encourage each person to make their room as homely as possible.  You are welcome to bring a few favourite items such as ornaments, pictures, and photos. Any electrical equipment will be given a test to ensure it is safe.   Please refer to the Residency Agreement for further information 


[image: ]



Laundry 



We have a fully operational laundry service available in the home. We ask that you mark your clothing clearly, preferably with sewn-in labels, if you would like we can assist you with this when you arrive. We advise that clothing be of a machine washable material. If you wish a family member or friend to do your laundry, please let the staff know and we will assist.




Bedrails 
[image: ]There are occasions where bed rails may be needed to be fitted to keep people safe in bed. They will only be fitted following an individual assessment of risk and in line with the manufacturer’s instructions. The bedrails are regularly checked and maintained. We ask that relatives and visitors do not tamper with the bedrails or bumpers, but instead request assistance from a member of staff. 







Pets 
[image: Smiling cat with a ball of string]Visitors are welcome to bring well-behaved pets into the home. Richmond House also has a Therapy Dog who visits regularly.  Our garden is also full of wildlife with daily visits from a variety of birds and our resident squirrels.  We also have 2 home cats.


Medical Appointments 
Wherever possible you can remain with your own GP.  However, if you have come from further afield you may no longer be within your own GP’s catchment area.  If this is the case, we can register you as a resident with a local doctor.

There are regular visits from the NHS district nurses, dentists and podiatrists.  Other services can be requested if required (e.g. Dietitian, Physiotherapist). The home can also arrange for private Health Professionals to assist with your care (e.g. private podiatrists), there is an additional charge for private services.  


Hospital Appointments
Should you have a hospital appointment our staff will accompany you or a family member can do so if you wish. Patient transport will be booked when appropriate or you can opt for a taxi, at your expense. If you require attending hospital urgently, we will endeavour to accompany you, however this is not always possible and we may need to ask your family to do so. A transfer document detailing your current care needs will always be sent with you. Should you need to spend some time in hospital we will liaise directly with them to ensure a smooth transition back to the home.


Fire Procedures 
To maintain safety within Richmond House we have developed a thorough fire procedure and risk assessments of the building. We have links with the local fire department and our staff are required to undertake regular fire safety training. We ask that all visitors to the home are mindful of fire safety and smoking policy. We carry out regular maintenance checks and fire drills. If you suspect a fire please report this immediately to any member of staff.   

[image: A drawing of a fire drill

Description automatically generated]
The fire alarm is tested every TUESDAY at around 12.45 pm.





Meals & Menus
[image: ]When people come to live in Richmond House we ask and record their likes and dislikes. This is shared with the kitchen staff that will introduce themselves to you and tell you about our meals and what is available each day. 

We are also able to cater for any special dietary requirements you may have (e.g. vegetarian, gluten free) and are able to contact the NHS Dietetic Department should you require specialist input.  

There are a variety of local cafes, restaurants and take away food shops if you want to make use of them with staff support or with your family when they visit. We are also happy to cater for your close family and friends when they visit, please just ask.  

Our cooks will visit you each day to ask what you would like.  Our fully trained cooks can prepare something specific on request for you if desired.  Fruit, snacks, biscuits, hot and cold beverages are available 24 hours a day. Meals can be taken in the dining room, lounge or your own room. We can also cater for birthdays, anniversaries and other special occasions. 


Activities 
At Richmond House we have dynamic programme of activities for all residents to enjoy.   Our Activities Coordinator develops this programme after spending time and discussing everyone’s likes and dislikes.  Activities that we provide include:
· Arts & crafts
· Exercising to music
· Gardening 
· Baking / cake decorating
· Hand massage and aromatherapy
· External entertainers (i.e. Scottish musicians, dance groups, etc.)

[image: ]…if you have any suggestions, please let us know!








Community Links
We also have good links with local community groups including:
· Irene Anderson/Accordion Player
Takes a signing and music group fortnightly 

· St Dominic’s Primary School
One of the local primary schools who come and have an afternoon of fun and games with us every week.  

· Crieff Parish Church
The local Church of Scotland who lead a service at Richmond House including readings from scripture and traditional hymns.

· Remake 
We regularly work with remake up cycling group
· Rainbows
We host monthly rainbow meetings through the summer months.



[bookmark: _Hlk174352757]

Additional Treatments
[image: ] Appointments with local hairdressers or a hairdresser of your choice can be made. Two local hairdressers visit the home every week and the Barber visits monthly; there is a small extra charge for this service.  

The home can also arrange for additional services (e.g. extra hairdressing, aromatherapy, etc.), there is an additional charge for these services.  


[image: ]Incidents and Accidents 
We try to keep these to a minimum but do recognise that accidents will happen in a care home setting. We have a policy for recording any incidents and accidents that involve any of the people who live in Richmond House. When you come to live in the home we will ask when and who you wish to be contacted in the event of an incident or an accident. This will be recorded in your care plan. 


Complaints 
We hope that your stay with us will be a positive and happy experience. However, we do recognise that things can fall short of expectations. If you wish to make a complaint, please ask a member of staff to speak to the Manager.  Most complaints can usually be dealt with internally, however if you feel this is not possible you can make a complaint to The Care Inspectorate, the body that regulates all care services in Scotland.  Your Residency Agreement has more information on the complaint procedure.
[bookmark: _Hlk174352994].


Security 
The home has a comprehensive security system that ensures we maintain a safe and secure environment for all our residents. For the security of all our residents we have a controlled entry/exit system to the building, please press the buzzer and a member of staff will let you in. All external doors are alarmed for added security. Visitors and residents are asked to sign in when entering or leaving the building. The signing-in book is located in the front foyer when entering the building.  


Inspections
Like all care services in Scotland we are registered with the Care Inspectorate. Their inspectors visit us at least once per year to see how we are performing against the regulations set out by Scottish Government.  Each time the inspectors visit they write a report and give us a grade, grading varies from 1 (unsatisfactory) to 6 (excellent). The reports are available online at www.careinspectorate.com and are advertised within the home on the main notice board. After each visit we develop an action plan to show how we address any areas for development they may have highlighted. This allows us to continually improve the service we provide. 

We are also inspected by Perth & Kinross Council Contract Monitoring Team and the kitchens are regularly inspected by their Environmental Health Services.  
[image: ]	[image: ]






Advocacy
You may decide that it would be beneficial to have an advocate act on your behalf.  Each resident is entitled should they so wish to utilise an advocate, this may be a family member, a spouse or an independent service. The purpose of advocacy is detailed below; whilst this list is detailed it is not exhaustive.
· Safeguarding people who are vulnerable and discriminated against or whom services find difficult to serve. 
· Empowering people who need a stronger voice by enabling them to express their own needs and make their own decisions. 
· Enabling people to gain access to information, explore and understand their options, and to make their views and wishes known. 
· Speaking on behalf of people who are unable to do so for themselves.

Details of the local independent advocacy service are listed below, we can help to arrange this for you if you wish.

Perth & Kinross Independent Advocacy 
Address: 90 Tay Street, Perth PH2 8NP
Tel: 01738 587 887
Email: info@iapk.org.uk

[image: ]





Making Decisions Together…
 It is our belief that all people either delivering or receiving care or participating within Richmond House have opportunities to deliver their thoughts and ideas.


Residents Participation
This is carried out via residents, relatives and friend’s meetings, which are held monthly in addition to ongoing discussions and activities.  Residents are also asked to complete questionnaires regarding the quality of service; these questionnaires can cover the whole service or on occasion target a specific area such as food/activities etc.  All residents are welcome to join these meetings.

Staff Participation
This is carried out in the form of staff meetings and questionnaires. The questionnaires are confidential in nature and can be completed anonymously. All staff meetings are documented. Any actions from staff minutes are then fed back to the trustees via the manager. Any action to be taken and the outcome is fed back via the Manager and Deputy Manager.


Noticing Beautiful Practice…
We want to find out more about what we do well as an organisation, so that we can do more of this in the future.  The little things matter – tell us about the little things as well as the bigger things that have made you happy... If the staff greet you nicely; if they do something that makes your day; if they get your cup of tea ‘just right’.  Please help us to build on these strengths by filling in a feedback card – these cards can be found in the main hallway by the notice board.  
[image: Hand placing stars]
















Confidentiality/ GDPR  
[image: https://accessesac-org.s3.amazonaws.com/images/confidentialfolderimage.png]To help us make an assessment of your needs, we will need to ask you for personal information about your circumstances and to record this information. We will not share this information with anyone without your agreement and it will be kept in a confidential file in a secure location. Only Richmond House staff with permission to see the file will be able to access it. Richmond House will record in the file on daily basis information relevant to your care in the home and will pass on information relevant to your day to day care  to whoever is in charge of each shift. You may have access to your notes at any time to see what is actually being recorded. It is the Richmond House’s policy that all the information we receive about or from residents is confidential and that only those people who need to know the information will have access to it. Richmond House will always ask your permission or permission from your relatives / advocate before we share information residents have given us with anyone else. In certain circumstances, however, we may need to share information in your best interests and reserve the right to do so.

Photos

We like to take pictures of events that are happing in the home and this may be used on our Social Media and funding applications. The form will be discussed with yourself or your advocate at the time of your application to stay at Richmond House 

Policy 

If you require a copy of any of our policies then please contact admin@richmondcommunity.org 
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