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Section 1 – Welcome 
 

Introduction 

Ann Harrison’s Charity would like to extend a very 
warm welcome to you as a new resident. We hope 
that you will settle in quickly and be very happy 
here. This handbook sets out useful information 
about the charity and its general administration and 
management. It also explains your responsibilities as 
a resident. Please do not hesitate to speak to the 
clerk if you need further information on any matters. 

Please note that the conditions stated in this 
handbook form part of your contract with the 
charity and supplement the rules and regulations 
given in your Letter of Appointment which you 
signed when you accepted your appointment. It may 
be necessary to amend these rules and regulations 
from time to time, but any changes would be 
discussed with residents beforehand when you 
would be given the opportunity to express any views 
or concerns. 

The Almshouse is your home, and every effort will 
be made to help you remain independent, free to 
choose your own lifestyle and able to benefit from 
the quiet enjoyment and dignity that the 
Almshouses provide. We are sure you will appreciate 
the importance of everyone in the community 

respecting the wishes of others, allowing them their 
privacy if that is what they wish and ensuring that 
rumours and gossip are not allowed to develop. 

The trustees have tried to minimize these rules and 
regulations which have been designed for the 
benefit of all residents and to ensure the efficient 
management of the Trust. 

Once again, a very warm welcome. 

 
List of Contacts 

The Chair: Mrs. Ashley Judge 

Trustees: Mr Charles Walker, Mrs Jill Altham, Rev. 
Jane Speck. 

 
Clerks: Paul Edwards, PBE Properties Limited, 
(07780257578) 76 Hesleden Avenue, Acklam, 
Middlesbrough, TS58RN 

Email, Paul@pbeproperties.co.uk 

Emergency Out of Hours Number: 
Paul Edwards 07780257578 or  Kevin Harriman  
07935496366



2 | P a g e 
 

 

Section 2 – History, Governance and Management 
 

Historical Note 

The original ‘hospital’ was built in 1845. It was a high 
single-storey building consisting of eight tenements 
of brick and stone with a central chapel surrounded 
by a low wall and railings. It was established by 
deeds of 1833 and 1839 for eight poor Anglican 
women over fifty. The chapel ceased to be used for 
services after 1900. 
A glass and wood porch led into each good-sized 
bed-sitting room. There was a kitchen with an open 
range and a small cold-water sink, with a pantry next 
to the back door. After the war, a visit by Bill 
Sessions found that the shortages of wartime had 
left the building in poor condition. The house still 
had no bath, and lighting was by gas. Each dwelling 
had a small yard surrounded by a high brick wall, in 
which were a coal house, and outside WC and an 
extra outhouse. It was decided that the building 
would be demolished and re-built in 1964. 

 
Ann Harrison 

Not much is known about Ann Harrison and her 
husband John Harrison except that they had lived in 
York for some years. Ann Harrison died in April 1845. 
John owned a firm of carriers. Wagons and horses 
departed daily from Wakefield to London, and all 
over the country. 

 
After his death, John Harrison left the bulk of his 
estate to his wife, and this included property at 
Knapton, Poppleton Common, Barnsley and a life 
interest in a property in Monkgate. 

Provisions for the establishment of the Almshouses 
are contained in two separate deed instruments. The 
land was purchased by Ann Harrison in August 1833. 

 
Constitution 

The trust is a registered charity governed by a 
Charity Commission Scheme – 

Registered Charity Number 221280 

Management 

The trust is governed by a board of voluntary and 
local trustees. Daily management of its affairs is 
delegated to the Clerks Paul Edwards PBE Properties 
Limited 

Accommodation 

Ann Harrison’s Almshouses comprise eight self-
contained dwellings with separate kitchen and 
bathroom facilities, with shared access to the 
gardens. 

The charity manages the unfurnished dwellings 
which are compact and easy for the residents to 
maintain. The principle behind everything that the 
charity does is that the residents should enjoy 
independence and the freedom to come and go as 
they please while living in comfortable and secure 
accommodation. Residents should feel comfortable 
in the knowledge that support will always be 
available, whether from the trust itself, or from 
outside agencies, should the need arise. Above all, 
the trust respects residents’ privacy. 
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Section 3 – Health and Safety 

Doctor and Dentist 

If you do not have a General Practitioner (GP), either 
speak to the clerk who will be able to give you 
practice names in the local area, or you could speak 
to some of the other residents. The name of your GP 
must be given to the clerk. 

You have every right to see your doctor, nurse or 
other carer in confidence and to keep your medical 
affairs entirely to yourself if you wish. However, if 
you have a chronic health problem, you must inform 
the Clerk. These details will not be shared with 
anyone except the clerk and the trustees. 

Emergency Contact Details 

If you become ill or are in difficulties, the Clerks and 
the Trustees will make every effort to work together 
to get in touch with your next of kin, your doctor, the 
ambulance, or social services on your behalf. 

It is important that you let the Clerks and have details 
(names, addresses, and telephone numbers) of these 
essential contacts. If the details change from time to 
time, please ensure you inform the Clerks. 

Fire Precautions 

Ann Harrison’s Charity complies with the most up-to-
date fire regulations. The fire policies are frequently 
reviewed, and fire drills take place regularly to ensure 
that every resident knows what to do and where to 
go in the event of an emergency. 

All the dwellings have smoke alarms and Carbon 
Monoxide detectors. 

 

 
PBE properties Limited will explain to you the fire 
instructions which apply in the event of a fire. 

Evacuation Policy 

In the event of an emergency, residents must; 

• Ring 999 and evacuate their homes and 
make their way to York St John’s University. 

• Residents should contact Paul Edwards on 
07780257578 to inform them of the 
situation. 

• Aul at PBE Properties Limited will contact 
York St John Security Office (Tel 01904 
876444; 24 hours) 
and The Chaplain (Tel 01904 876606) 
chaplaincy@yorksj.ac.uk. 

• York St John Security Officers will open the 
St John’s Chaplaincy Centre, guide residents 
to it, and ensure that all residents are safe 
and comfortable. The Chaplain will arrive and 
assess the situation, calling in extra support if 
necessary. 

• The University Accommodation Office will be 
contacted in the event of the need for 
emergency overnight accommodation. 

 
Avoiding the Risk of Fire 

Please be conscious of the risk of fire, for example, 
regularly checking at night, or before you go out, that 
all appliances have been fully switched off. 

Smoking is not permitted in any of the dwellings. 
Should you wish to smoke in the grounds, please be 
considerate to your neighbours. 

mailto:chaplaincy@yorksj.ac.uk
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Slips, Trips and Falls 

Please exercise care when using the footpaths in 
wet, snowy or icy weather. Whilst reasonable 
precautions will be taken to keep them hazard-free, 
you are reminded to use handrails where provided. 
When there has been a sharp frost, the residents 
should have a rota that ensures that salt is spread 
over the main pathways to and from the dwellings. 
Salt and sand are kept in bags in the storage 
cupboards at either end of the dwellings. 

Security of your Home 

DO 

• Keep the front door of your dwelling always 
locked. 

 
DO NOT 

• Allow a stranger to enter your home without 
proof of identity. If you are in doubt, please 
speak to another resident or call a family 
friend. 

• Leave ground floor windows open so that 
intruders can gain access. when you leave 
the dwelling for any period. 

• Leave your curtains open with the lights on. 
 

BE AWARE OF bogus officials or doorstep salesmen. 
Always ask for proof of identity. 

The Clerk or Police Crime Reduction Officer will be 
able to advise on making your home more secure. 

Never allow any callers claiming to be gas, electricity 
or water meter readers to enter the dwelling 
without first seeing proof of their identity. 

You must not fit locks and chains to the door of your 
dwelling without the trustees’ consent, as these may 
delay access for emergency services. Chains should 
only be used when you wish to identify callers 
before deciding whether to let them in. The trustees 
may advise on alternative security arrangements. 

Your Keys 

Your keys should not be given to anyone who is not 
a resident of Ann Harrison’s unless you have been 
given special permission by the Trustees. Permission 
will only be given in exceptional circumstances. 

Paul at PBE properties Limited holds a key which can 
open the front door of your dwelling, but it will only 
be used in an emergency or with your permission. 
PBE Properties Limited & the Trustees will always 
aim to be respectful of your 

privacy. PBE properties limited follow strict 
instructions only to enter your home if: 

• You ask them to do so, or 
• You have given permission for work to be 

done in your absence, or 

• In an emergency. 
 

Please do not obtain extra keys without first 
obtaining permission from the trustees. 

Water Stopcock 

The water stopcock is in your bathroom behind the 
toilet. 

Electricity Meter, Mains Switch and Fuse Box 

Your electricity meter, the electricity mains switch 
and the fuse box are all located in the storage sheds 
at either end of the row of dwellings. 

Routine Visits 

Residents will be visited in their new home by two 
trustees or representatives from the charity after 
they have settled in and thereafter from time to 
time. This is an opportunity to get to know you 
better and address any issues or concerns. A 
mutually convenient time will be arranged 
beforehand. 
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Section 4 – Terms of Occupancy 

Letter of Appointment 

Your Letter of Appointment, of which you retain a 
copy, explains that you occupy Ann Harrison’s as a 
beneficiary of the charity. This means that you are 
not a tenant with the security of tenure that a 
tenancy offers and that in exceptional circumstances 
the Trustees could ask you to find alternative 
accommodation and leave. 

Examples of such circumstances are if; 

• A resident is no longer able to look after 
herself safely or to live independently, even 
with the help of the social services or family 
support. 

• A resident consistently fails to pay weekly 
maintenance contributions (WMC) on a 
regular basis without good reason 

• A resident’s behaviour is deemed to be 
unreasonable and anti-social, either in 
respect of other residents or members of 
staff. 

• A resident’s circumstances change 
significantly to the extent that she is no 
longer qualified to live at Ann Harrison’s as a 
beneficiary. 

It is a condition of occupancy that you provide the 
charity with accurate and complete information of 
your financial circumstances and that you inform the 
charity if your circumstances change. The Charity is 
within their right to conduct a financial circumstance 
review at any point during the residency. 

The charity would only set aside an appointment as 
a last resort after every effort had been made to 
resolve the issues. If, having been asked to leave, a 
resident feels aggrieved, she has the right to have 
her case heard in the County Court. If the decision to 
set aside the appointment was upheld, she would be 
given every assistance to find alternative 
accommodation. 

Monthly Maintenance Contribution (WMC) 

Weekly maintenance contributions are payable in 
advance at the beginning of every month by 
standing order. If you are experiencing difficulties in 
claiming Housing Benefit/Allowances, please let us 
know. 

The amount you pay is a contribution towards the 
cost of running the charity. Items covered by the 
WMC include: 

(examples, not an exhaustive list): 

• Building repairs and maintenance and the 
garden 

• Servicing and repair of water, gas and 
electrical installations 

• Decoration costs 

• Insurance. 
 

Consulting Residents 

The Trustees will hold meetings from time to time to 
discuss the running of Ann Harrison’s Almshouse 
with you and your neighbours. You can also talk to a 
Trustee in private by asking the Clerk to arrange this. 
Consultation and involving residents in the day-to-
day running of the house is a form of participation 
which will benefit all concerned. Trustees welcome 
the residents’ views on matters affecting your 
quality of life at Ann Harrison’s. 

The trustees will consult you; 

• Before any work is done on your dwelling 
(except in an emergency) 

• Before making significant changes to the 
communal facilities, including the gardens 

• Before making changes to the amount of 
weekly maintenance contribution payable 

• Before anyone enters your home 

• If you raise a difficulty with them 

 
Absence from Home 

You are expected to be in full time occupation of your 
dwelling. Extended periods away during the year might 
lead the trustees to conclude that you have less need 
for our accommodation than others. 
If you plan to be away from your dwelling for more 
than 28 days in total in any one year, you must 
explain the circumstances to the Charity and seek 
permission. 

 
Before Going Away 

Please ensure that all food has been put away, taps 

and appliances have been fully switched off and 

windows shut. If you are leaving your dwelling 

during the winter months, please discuss with the 

Clerk how much heating is required to minimise the 

risk of burst pipes etc. 

Electricity, Heating and Water 

In addition to the weekly maintenance contribution, 
residents pay their own electricity and gas bills. 
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The use of paraffin oil and portable gas heaters are 
strictly prohibited. 

All residents’ electrical appliances, including heating 
appliances, are PAT tested every 5 years. 

The charity pays residents’ water rates. 

Improvements to your Dwelling 

You must not carry out any improvements, 
alterations, repairs, or decoration to your home 
without first discussing your plans with the Clerk. For 
all major works, the Trustees will instruct an 
architect or surveyor to design and plan the work 
before placing an order with a building contractor. 
Payment for improvements may be the 
responsibility of the Trustees or may be payable by 
the resident. 

As the Trustees have responsibility for the long-term 
maintenance of Ann Harrison’s, they must consider 
individual requests for alterations alongside their 
own maintenance programme. If an alteration would 
be structurally unsound, reduce the amenities for 
subsequent occupants, or increase future 
maintenance costs, it will not be approved. 

Having Family and Friends to Stay 

No men are permitted to stay overnight at the 
Almshouse unless they are close family members, 
and then only with written permission in advance 
from the Trustees. 

Names of authorised overnight visitors and the 
length of visits MUST be provided to the Clerks or 
Trustees in advance. 

Pets 

No pets are permitted at Ann Harrison’s. 

Employment 

Neither Ann Harrison’s Almshouse nor its garden 
may be used as a place of business, either from 
where to conduct business or to store items 
connected with running a business. 

Moving Out 

If you wish to vacate your dwelling, you must give 
the Trustees written notice of at least 4 weeks. 
During this notice period you will be liable for your 
WMC payments even if you have already moved out. 
Residents or, in the event of death, their personal 
representatives, are responsible for WMC until the 
premises are cleared of personal possessions and 
the keys are returned. 

If a resident were to leave her dwelling without 
giving notice, she would be liable for paying her 
WMC until the end of the notice period. Weekly 
maintenance contributions should be paid up to the 
departure date, as well as utility bills. 

Trustees have the right to start the process of 
Setting Aside the Appointment in the event of non-
payment of WMC. 

Re-housing 

If you wish to move from one dwelling to another at 
Ann Harrison’s, you should contact the Clerk to 
discuss the matter. While every effort will be made 
to assist you to move if there is a good reason, the 
decision depends upon availability of a dwelling and 
is entirely at the discretion of the trustees. 

The Trustees may require you to move to other 
accommodation if major repair work is being carried 
out, or for some other unforeseen reason. Your 
views would be taken into account, and you would 
be given at least 3 months’ notice should a move be 
necessary. 

Gifts and Legacies 

It is the Trustees’ policy that no one involved in the 
running of the charity should accept any gift or 
legacy from a resident. If you wish to donate 
anything to the charity, please contact the Clerk. 
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Section 5 – Living Here 

Refuse Collection and Recycling 

The refuse bins and the recycling are collected on 
Tuesdays on alternate weeks. 

Social Media 

If you use social media such as Facebook and 
Twitter, you are asked to respect the fact that no 
views should be expressed about the charity, its 
Trustees, and other residents. 

Furniture and Fittings 

Although your dwelling is offered unfurnished, the 
charity is nevertheless responsible for providing 
white goods, carpets, blinds and a cooker. 

Please do not organise any repairs or redecorations 
or changes to the fabric of the building yourself. 

Cleaning 

You are responsible for keeping your own dwelling 
clean, including cleaning the windows inside. If 
cleaning becomes difficult or you cannot clean the 
windows safely, please advise the Clerk, who will 
give you details of cleaners. 

Repairs and Decoration 

The charity is responsible for both external and 
internal repairs and decoration to your home. Please 
report all necessary work to the Clerk who will 
arrange for it to be carried out. 

You will be consulted in advance about 
arrangements when work needs to be carried out. 
Workmen will not be allowed to enter your home 
while you are out unless you have agreed to 
satisfactory arrangements. An exception will have to 
be made, however, if an emergency arises such as a 
water leak. 

Gardens 

The gardens are maintained by Circle Garden 
Services. 

Parking 

There is no parking on site for residents or visitors. 
Residents’ and visitors parking permits may be 
obtained from the City of York Council. 

Telephones 

You are responsible for making your own 
arrangements for installing a telephone in your flat 
through your chosen provider. 

Television 

Residents need a television licence to use any 
television-receiving equipment including TV set, set-
top box, video or DVD recorder, PC or mobile phone 
to watch or record programmes as they are being 
broadcast. This includes foreign broadcasts. 

Television licences are free to all people aged 75 and 
over. 

Training 

When you move into your home the Clerk will 
ensure that you are familiar with; 

- Action to be taken in the event of a fire 
- How to operate all the equipment in your 

home and how to operate the central 
heating. 

Insurance 

The charity insures the building and its own 
contents. You are responsible for insuring your own 
contents and valuables. Please do not keep more 
cash in your home than is necessary to meet day-to-
day expenses and keep valuables out of sight. 
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Section 6 – General Information 
 

Council Tax and Council Tax Benefit 

You are responsible for paying your own council tax 
and will receive the annual Council Tax Notice from 
the local authority in March each year. People living 
alone are entitled to council tax relief of 25% on the 
single occupancy discount. 

If your income consists of the basic retirement 
pension and you have only modest savings, you may 
be entitled to Council Tax Benefit. Depending upon 
your precise circumstances, this could pay your 
council tax in whole or in part. Please speak to the 
Clerk if you are unsure of your entitlement or need 
help in completing the claim form. 

Housing Benefit/Local Housing 
Allowance/Universal Credit 

If your income consists of the basic retirement 
pension and you have little or no capital, you may be 
entitled to Housing Benefit or Local Housing 
Allowance to help with your housing costs. Even if 
you do have income in addition to your basic 
retirement pension, you may still be entitled to 
some help with housing costs. To claim Housing 
Benefit / Local Housing Allowance you should ask for 
an application form at your local Benefits Office 
(DWP) or Housing Department. 

 
It is important that you inform your local benefits 
office if there are changes in your financial 
circumstances as they have the power to demand 
reimbursement in the event of an over-payment. 

Wills 

You are strongly advised to make a Will and it is best 
to ask a solicitor to help you with this. If you need 
help in finding one, the local Citizens Advice Bureau 
will be able to suggest names. Citizens Advice are 
located at West Offices, Station Rise, York, YO1 6GA. 

As stated under ‘Gifts and Legacies’ it is the trust’s 
policy that no one involved in the running of the 

trust should accept any gift or legacy from a 
resident. If you want to donate anything to the 
charity, please speak to the Clerk. All such matters 
will be dealt with in confidence. 

Lasting Power of Attorney 

You may also feel it wise to consider setting up a 
Lasting Power of Attorney which allows you to 
appoint someone to look after your finances and to 
take welfare and healthcare decisions on your behalf 
in the event of your mental incapacity. Again, you 
should seek legal advice from a solicitor. 

Local Organisations and Services 

York has a rich variety of local organisations, 
societies, services, and activities in which you may 
participate. At Ann Harrison’s Almshouses, you have 
access to the York St. John University Chaplain Hall, 
there are allotments nearby The Groves, Clifton 
Moor Retail Park, Age UK and much more. 



9 | P a g e 
 

  

Section 7 – If Things Go Wrong 

Personal Problems 

If you have any personal problems over money or 
any other matter and you have no family or friends 
whom you feel able to consult, the Trustees will be 
pleased to help or offer advice if they can. You can 
ask to see the clerk or any of the trustees, and your 
concerns will be treated with the utmost confidence. 

Complaints 

If you have any concerns, you should first raise this 
with the Clerk. However, should you feel dissatisfied 
about their response, you should take the complaint 
to Mrs. Ashley Judge, the Chair of the Charity. 

Most cases can be dealt with informally, efficiently 
and with satisfaction which is why we recommend 
raising issues as soon as possible. 

If you find you are having issues with another 
resident, you should speak with them first to try and 
resolve the issue. If this does not work, please 
contact the Clerk. 

Minor matters, such as maintenance, should be 
referred to the Clerk. 

Housing Ombudsman 

If you remain dissatisfied with the Trustees’ decision 
to your complaint, you have the right to take your 
complaint to the Housing Ombudsman Service 
whose address is: 

Housing Ombudsman Service, 81 Aldwych, London 
WC2B 4HN 

Telephone: 0300 111 3000 

Email: info@housing-ombudsman.org.uk. 

You will need to give the Ombudsman your full 
name, address and telephone number and set out 
the details of your complaint. The Ombudsman will 
only be able to consider your complaint if he/she is 
satisfied that the trust’s own procedure for handling 
complaints has been exhausted. 

mailto:info@housing-ombudsman.org.uk

