Glebe House
‘Providing high quality, person
centred services and information
to adults and children with learning
disabilities and for those that
support them’

Glebe Cottage
Location for the Weekend and Short Break
Service for Adults and Young People
Aged 16 – 65+
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Business address:Glebe House (Charnwood) Ltd
Woodgate Chambers
70 Woodgate
Loughborough
Leicestershire
LE11 2TZ
Tel:
01509 218096
Email:
peter.warlow@glebehouseproject.org.uk
Administration Email:
Enquiries Email:
Website:
Company No:
Charity Registered No:
CQC Provider ID

admin@glebehouseproject.org.uk
enquiries@glebehouseproject.org.uk
www.glebe-house.org.uk
2724141
1018920
1-101609552

Location address for the Weekend and Short Break
Service
Glebe Cottage
9 Shelley Street
Loughborough
Leicestershire
LE11 5LD
Tel:

01509 265528 or 01509 218096

CQC Location ID:

1-637588477

Office for the Weekend and Short Break Service
The main office of the registered manager and the team
leader of the service is at Glebe House Woodgate Chambers in
the centre of Loughborough. A mobile office will be available at
Glebe Cottage during the times the service is running. There is
disabled access to both buildings.
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Nominated Individual for Glebe House

Mr Peter Warlow
Chief Executive Glebe House
Woodgate Chambers
70 Woodgate
Loughborough
Leicestershire
LE11 2TZ
Tel:
01509 218096
Email:
peter.warlow@glebehouseproject.org.uk

Registered manager

Mrs Beverley Jakubas
Woodgate Chambers
70 Woodgate
Loughborough
Leicestershire
LE11 2TZ
Tel:
Email:

01509 218096
quality@glebehouseproject.org.uk

Job Role:
Quality and Care Manager
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Registered manager for the Weekend and Short Breaks
service.
CQC manager ID 1-157339916
Beverley has worked in a number of roles at Glebe House since
1987. She is now working as a member of the senior
management team of Glebe House and is also part of the inhouse training team. Beverley has up to date training and
experience in a wide area of health and social care.

Weekend and Short Break Coordinator:

Mrs Tracey Smith
Woodgate Chambers
70 Woodgate
Loughborough
Leicestershire
LE11 2TZ
Tel:
Email:

01509 218096
tracey@glebehouseproject.org.uk

Job Role:
Adult Services Coordinator
Youth Club Organiser
Children’s services deputy manager
Weekend and Short Break Coordinator.
Tracey has worked for Glebe House in a variety of roles for
over 12 years. She has qualifications and experience of working
with adults and children.

Updated July 2014, B.J. updated Feb 2015 B.J. updated Aug 2016 BJ. Updated Sept 2016 BJ.
Updated Novenber 2016 BJ. July 2017 BJ. October 2017 BJ.
4

Glebe House
Glebe House is the provider of the Weekend and Short Break
service for people with a learning disability aged from 16 – 65+.
Glebe House also provides a variety of other services. These
include Community Life Choices for adults, Adult Home and
Community Support, Autism services, Work Skills and
volunteering opportunities, Children’s After School, Children’s
Saturday Club, Children’s Play Schemes, Children’s Domiciliary
Care and various Social Clubs for adults and young people. We
also have an Advice Service which can offer advice and support
to individuals or families who have a family member with a
learning disability.
Glebe House operates services from a number of locations but
the central office is based in the centre of Loughborough at
Woodgate Chambers.
The range of services provided by Glebe House is available to
people who fulfil the eligibility criteria regardless of race,
colour, culture, age, background, sex or disability.
Places in the various services are subject to regular reviews
and may be withdrawn if somebody acts in a manner that is
detrimental to other people, either in a Glebe House location or
in the local community (e.g. very unsociable behaviour, being
abusive, harassing or bullying other people).
Glebe House is signed up to the Driving up Quality code and the
Social Care Commitment.
You can find out more about this at:
www.drivingupquality.org.uk
www.thesocialcarecommitment.org.uk
We have a number of Dignity Champions signed up with the
National Dignity Council and have recently received a
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Leicestershire County Council Dignity in Care award. You can
find out more about this at:
www.dignityincare.org.uk and from our website.
Copies of our current CQC inspection reports for the two
services we have registered with CQC are available for you to
view at Glebe Cottage or Woodgate Chambers. You can also
view these on the CQC website at:
www.cqc.og.uk or via a link on the Glebe House website
www.glebe-house.org.uk
A copy of all our policies and procedures are available for you
to view should you wish.

Glebe Cottage
Glebe Cottage, on Shelley Street in Loughborough, is used for
the Weekend and Short Break service. The location is
registered with The Care Quality Commission (CQC) to provide
overnight stays with personal care and support for people with
a learning disability aged 16 – 65+ .
The Weekend and Short Breaks service we provide from Glebe
Cottage complies with current legislation and the outcomes set
by CQC. Our registration details and a copy of our recent
inspection are available on the CQC website www.cqc.org.uk
Glebe Cottage had a CQC inspection in January 2016 and
following this was given an overall rating of ‘Good’ and achieved
a rating of ‘Good’ for all outcomes.
If you would like to speak to someone about the Weekend and
Short Break service or visit Glebe Cottage to have a look
around, you can email Tracey Smith the team leader of the
service at:
tracey@glebehouseproject.org.uk
or telephone Glebe House main offices on 01509 218096.
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You could call into Woodgate Chambers where you can pick up a
variety of leaflets about the services Glebe House provides
and a copy of the Weekend and Short Breaks prospectus.
If you prefer we can arrange for someone to come to your
home to talk to you.
You can contact the Registered Manager for the service,
Beverley Jakubas, at quality@glebehouseproject.org.uk
We also have a website you may like to look at:
www.glebehouseproject.org.uk

Weekend and Short Breaks
Most people caring for someone with a learning disability could
do with a break from time to time; the same is true for their
dependant. Weekend and Short Breaks at Glebe Cottage allow
everyone to have a break whilst encouraging and supporting
people to become more independent.
Our aim is to create a family atmosphere with routines and
activities that the guest chooses. It is also an ideal opportunity
for a small group of friends to spend the weekend or some time
together.
Breaks at Glebe Cottage
Glebe Cottage is a 4 bedroomed detached house in a residential
area of Loughborough. Three of the bedrooms can be used by
clients and the 4th is used as a staff bedroom.
The main bathroom is upstairs but there is also a walk in
shower/wet room with shower and disabled toilet facilities
downstairs. There is a stair lift for access to the upstairs.
Downstairs there are 2 reception rooms, a kitchen and a large
toilet with disabled access and a walk in shower. There is
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parking on the premises and on the street. There is a small
garden and outside area to use and there are plans to do some
more work on this area in the future.
Glebe House has refurbished and reorganised the indoor and
outdoor areas of Glebe Cottage in Summer/Autumn 2017.
Up to 3 guests of a similar age and interests can stay at Glebe
Cottage at any one time. Each break is organised around their
individual needs, preferences and choices. In house activities
can be arranged, as well as making use of the facilities
available in the local area, such as shopping expeditions, eating
out and social and leisure activities. Some guests are supported
to attend activities such as youth clubs, dancing classes, horse
riding, church groups or other things they do on a regular basis
when they are at home.
Glebe Cottage is an ideal place for learning and developing
independent living skills or for helping someone to prepare for
living in the community in the future.
Each weekend or short break is organised and planned by the
Weekend and Short Breaks Coordinator (or organiser as she is
sometimes called) who ensures that each individual client is
able to make known their choices and preferences prior to and
throughout their stay. The break is planned around the clients
who are staying and the team leader organises for the most
appropriate staff to support those clients during the weekend.
The staff
The staff are chosen for their experience and ability to
support the clients in whatever ways they need and prefer. We
choose staff who can create a safe, homely atmosphere for
those who are staying.

Updated July 2014, B.J. updated Feb 2015 B.J. updated Aug 2016 BJ. Updated Sept 2016 BJ.
Updated Novenber 2016 BJ. July 2017 BJ. October 2017 BJ.
8

All staff attend regular in-house or external training relevant
to their job role and new staff complete an induction
qualification called ‘The Care Certificate’.
Staff training includes:
Medication handling and administration, specific health
assessed tasks, Epilepsy awareness, moving and handling,
safeguarding adults and children, fire awareness, infection
prevention control, hand washing, food safety, first aid,
personal care, health and safety, communication, person
centred planning and other training required in order to
provide a quality person centred service.
The number of staff required to support each person staying is
assessed on an individual basis. Some times staff may be
shared between the clients who are staying.
When more than 1 client is staying there are often two
members of staff working, and if required, extra staff may be
asked to work. Overnight there will be a member of staff who
remains awake and/or a ‘sleep in’ person. Some times 1 or 2
‘awake’ staff may be required to work, or even 1 or 2 ‘sleep in’
staff.
Some clients choose to stay for a break on their own supported
by staff.
All of these options are discussed and planned prior to a break.
Weekend breaks
A weekend break usually runs from Friday teatime until Sunday
afternoon but we can work with client’s individual requests and
plan the weekend to suit. For example we can extend the break
to include Sunday night, start on a Thursday or reduce it to 1
night. We can run weekends as often as needed as long as it
can be funded and the location is suitable for the client’s needs
and available for the time requested.
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Short Breaks
Some clients may want to stay for a night or a few nights
during the week instead of over a weekend. We are able to
provide this sort of overnight break or short break when
requested as long as it can be funded and the location is
suitable for the client’s needs and available for the time
requested. All requests will be considered, just contact us to
discuss your requirements and we will see if we can help you.
Young people aged 16 and 17
Glebe Cottage is able provide weekends or short breaks for
young people aged 16 or 17years giving them an opportunity to
learn new skills, gain new experiences, or spend some time with
their friends.
A young person will not be invited to stay at the same time as
someone who is much older than they are. Staff working with
the young people will be experienced and qualified in supporting
young people and be trained in safeguarding children & young
people, bullying, anti-discriminatory practice and children’s
rights.
Prior to the young person’s stay the Coordinator will discuss
the purpose of the break with them as well as working with
their school or college, social worker, parent/carers or others
in their circle of support to ensure that their needs and wishes
are catered for.

What you need to do to use the Weekend
and Short Break service?
A person can either be referred to use the service by a social
worker or they or a member of their family can refer them.
If you are a client or a carer who is interested in using the
service, you need to contact us and we can give you more
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information. This can help you to decide if a weekend or short
break at Glebe Cottage would be suitable and if there are any
places available at the time when you would like the break.
The Coordinator or the Registered Manager will arrange for
you to visit Glebe Cottage so you can see what it is like. You
could come to the office at Woodgate Chambers, or they can
arrange to visit you at home, so you have the opportunity to ask
questions about the service. If you prefer, they can arrange to
meet you at another venue. If you are a client this could be
somewhere you may go to during the week which may be useful
to help us to understand some of the things you like to do.
Weekend and short breaks can be paid for using a personal
budget/managed budget or by a social worker organising the
funding. Depending on how the person’s budget is set up will
depend on how the funding is organised. A weekend or short
break can also be paid for privately.
Glebe House will provide you with an estimate of the cost for
the break. Each costing is prepared by the finance department
of Glebe House and is based on the individual requirements of
the person wishing to use the service. If a social worker is
managing the funding for using the service Glebe House will
work with them to get the costing agreed.
If everybody is happy that Glebe Cottage is the right place for
a weekend or short break and the funding has been agreed, the
team leader will organise a suitable break. Some people like to
visit the cottage again, maybe stay for tea or stay for the day
before organising a stay overnight. Some people prefer to ‘try
it out’ and organise to stay for 1 night and if they like it they
can then organise to stay longer the next time. The costing for
this can be provided as required.
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Before any stay occurs Glebe House will require a signed
agreement for the service to take place. These agreements are
generated for each stay.

What happens when you stay for a
weekend or short break?
There will be lots of paperwork to be completed before your
stay. This allows the staff to learn things about you. This could
be things such as what you may like and dislike, as well as other
important information, such as any medicines or health needs
you may have. You or your carer will also be asked to agree a
contract for the break.
Before you come to stay you will be asked if you have a
preference of which bedroom you sleep in, the sorts of things
you would like to eat and drink, and the things you might like to
do during the weekend.
You will have a lockable wardrobe, for which you can have the
key, and a bed side cabinet or drawers to put your clothes and
belongings in. Two bedrooms have double beds and one room
has a small double bed.
You are welcome to bring some personal spending money, which
you can keep in the locked wardrobe along with any other
valuables you bring with you. We can look after these things
for you if you prefer, or we can help you to do it yourself. We
prefer you not to bring too much money or too many valuables
with you so that there is less chance of them being lost.
You can have a key to your room if you wish.
If you look after and take your own medication we can make
sure that you have a secure place to keep it. We will need to
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assess that you are able to do this safely and we will support
you where you need it.
We can help you to make phone calls in private if you need to.
The staff will help you in any way you need and will always
encourage and support you to be as independent as possible.
There is a ‘No Smoking Policy’ at Glebe Cottage. Staff will
organise for anyone who needs to smoke to have a safe area to
do this outside of the building and the vehicles used.
There can be up to three people staying for a weekend or short
break. Sometimes the guests staying want to do activities
together and other times they may have things they prefer to
do individually. Breaks are organised so that everyone has the
opportunity to do what they prefer. Menus are planned for
individual guests based on what they have said they would like.
Sometimes groups of guests may want to plan and eat meals
together. Some guests want to go out for meals during the
break or like to shop for their own food. All of these options
and more can be discussed with the Coordinator prior to the
break.
Some guests may want to do things on their own with their own
support. This could be things like attending a friends party,
going to church or doing some other activity. This can be
organised and included in the individual persons estimate of
cost for the weekend or short break.
Activities that need to be paid for, such as going to the cinema
or going swimming, would be paid for by you at the time and any
costs for staff would be added to the final invoice.
Three meals a day are provided and you can have snacks and
drinks at other times. Most meals are prepared in the kitchen
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by the staff and the people staying, but there are also
opportunities to eat out, for example, a pub lunch.
If you wish to attend a church or religious meeting, staff can
help in organising for you to do this. Staff are aware of a
variety of religions, beliefs and cultures, and are able to work
with you and your carer(s) with more specific individual
preferences related to these things.
If you would like to have someone to advocate for you (speak
up for you) please ask the Coordinator or weekend break staff
who will try to arrange this for you.
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WEEKEND BREAK STAFF LIST 2017
All staff can be contacted at Woodgate Chambers, the
main office for Glebe House
PETER WARLOW
Glebe House Chief Executive; CQC
Nominated Individual for Glebe
House; Safeguarding adults referrer;
Safeguarding children; Management
Sciences BSc Hons.
BEVERLEY JAKUBAS

Quality and Care Manager; Trained
nurse (lapsed registration 2014);CQC
Registered manager Weekend and
Short Break Service; Registered
Manager Award (RMA); Safeguarding
adults referrer; Safeguarding
children ; ILM Level 2 Team Leading;
In house Trainer.

TRACEY SMITH

Weekend Break Coordinator;
Adult Services Coordinator,Children’s
service deputy manager; Youth club
team leader.
NVQ II Care (Adults); NVQ III
Caring for Children and Young People;
ILM Level 2 Team Leading;
Safeguarding children ;
Safeguarding adults.

SUE ATTWOOD

Adult Services Manager; Registered
Manger AHCS; Certificate in
Education; Moving and handling
trainer and risk assessor;
Safeguarding adults trainer;
Safeguarding children;
ILM Level 2 Team Leading;
Advanced Diploma in Systemic
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Thinking and Practice.
VANESSA DEWSBURY

Children’s Service Manager; CQC
Registered Manager for the activity
of personal care (children),
Leadership and Management Award
NVQ4(Children); BTEC National
Diploma in Social Care; City & Guilds
Initial Teaching; Certificate in
Literacy Skills; ILM Level 2 Team
Leading;
Safeguarding children lead;
Safeguarding adults; Moving and
handling trainer.

VANITA GOHIL

NVQ III Child Care; NVQ III Health
and Social Care(Adults); ILM Level 2
Team leading; Autism service support
worker; children service play leader.

KATIE HICKS

GNVQ Foundation in Health & Social
Care; NVQ II Care (Adults;) NVQ
III Health & Social Care (Children);
NVQ III Promoting Independence
(Adults); Community Life Choices
support worker; Children service play
leader.

KERRY URBINATI

NVQ II Care (Adults); NVQ/QCF
Assessor Award A1; ILM Level 2
Team Leading; Community Life
Choices PMLD team leader.

KATIE SMITH

NVQ II Care; Community Life
Choices support worker.
City & Guilds Initial Teaching
Certificate; Certificate in Education;

ALEX POTTS
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City & Guilds 7304; Autism service
support worker; Children service play
leader.
LEE BOWLEY

NVQ III Health and Social Care
(Adults); NVQ III Health and Social
Care (Children); ILM Level 2 Team
Leading; Autism service team leader;
Children service senior play leader;
Carry on Club team leader.

MEGAN WESTON

NVQ II Health and Social care;
currently completing level 3 award;
Autism service support worker;
Children service support worker;

LORRAINE WHITE

NVQ Health & Social Care Level III
(Adult); Bank support worker; Bank
children service support worker.

BELINDA HOWARD

NVQ III Promoting Independence
(Adults); Preliminary Certificate in
Social Care; ILM Level 2 Team
leading; Autism service coordinator;
currently doing a level 5 award.

LORRAINE LANGLEY

NVQ Health and Social Care Level II
& III (Adult); Adult home and
community support worker;
Community Life Choices support
worker.

KIRSTY ROBINSON

NVQ 111; Community Life Choices
support worker; Children service
support worker.

KATIE BRIGHTMAN

Adult and childrens support worker;
currently completing a level 3 award.
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BETTY MAGHEE

PAT PITMAN

Experienced Glebe House sessional
‘bank’ support worker. Previous
management employment at Glebe
House. RMA.
Children service bank support worker

TRISHA PATEL

GNVQ Intermediate Health and
Social Care; Diploma in Nursing
(Adult Mental Health); Adult and
children service sessional worker.

STACEY BURROWS

Sessional support worker; H&SC level
3; Student social worker.

JOSH J SMITH

Support worker with the Autism
services and other Glebe House
services.

YVONNE TRIGG

NVQ III Early Years Care and
Education; NVQ II Care (Adults);
Adult and children service sessional
worker; Youth club worker.

DEBORAH BETTONY

Autism service support worker

MELANIE BAILEY

NVQ III Health and social care
(Adults). Autism support worker.

JAMES HALL

Registered Nurse Learning Disability;
Social Worker. Children and adult
service sessional worker; children
service play scheme trainer.

KAREN JARVIS

NVQ III Promoting Independence
(Adult), Community Life Choices
support worker.
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SHARON NEAL

Autism support worker

SERENA ACIERNO

NVQ III (adults), Community Life
Choices support worker

SOPHIA ATTWOOD
CLARK

Bank support worker experience with
working in adult and child services at
Glebe House for many years.

SUE RAWLINS

Autism support worker

MEGAN REEK

Children service bank support
worker; H&SC level 3

JO HEARNE

Sessional adult and children service
support worker.

As well as the qualifications stated all staff attend and are updated in a variety
of others skills and knowledge.
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Glebe House values
The Weekend and Short Break Service promotes and reflects
the values that focus on the individual client as being central
to the planning and delivery of care and support.
The Weekend and Short Break Service upholds the Glebe
House Core Values:
To treat everyone with Respect, Dignity and Kindness
To provide continuous person centres support
To enable clients to be socially included
To promote independence and equal rights for all clients,
families and carers
 To listen to the needs of everyone and take action to
make a difference to their lives





The Glebe House Service Promise
Glebe House promises that everyone that we support has the
right:
 To religious and cultural freedom of practice and beliefs
 To wear a form of dress, sari, turban or any clothing
required by the persons race, culture or religion.
 To political expression.
 To be called by a preferred name
 To form relationships
 To have information on relationships, including personal
conduct and responsibility.
 To have information and guidance on participating in the
community
 To be treated with dignity and respect
 To have informed choice, choose to do new things even if
that involves some risk
 To be treated fairly
 To expect that personal matters are treated with
confidentiality
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To be able to take part in relevant meetings
To be involved in the planning and delivery of services
To have an independent advocate if needed
To receive a good quality service
To have clearly explained anything verbal or written if it
concerns you personally

Dignity in care at Glebe House
Glebe House is committed to maintaining the respect and
dignity of all our clients at all times.
Dignity in care means delivering the kind of care, in any
setting, which supports and promotes, and does not
undermine a person’s self-respect regardless of any
differences.
Dignity has been described by a client as “Being treated like
I was somebody”
The Dignity Dos
Glebe House is committed to the values of the ‘Dignity Dos’
published and promoted by the National Dignity Council. This
is a clear statement of what people can expect from a
service that respects dignity.
High quality care services that respect people's dignity
do:
1. Have a zero tolerance of all forms of abuse.
2. Support people with the same respect you would want
for yourself or a member of your family.
3. Treat each person as an individual by offering a
personalised service.
4. Enable people to maintain the maximum possible level
of independence, choice and control.
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5. Listen and support people to express their needs and
wants.
6. Respect people’s right to privacy.
7. Ensure people feel able to complain without fear of
retribution.
8. Engage with family members and carers as care
partners.
9. Assist people to maintain confidence and a positive
self-esteem.
10.

Act to alleviate people’s loneliness and isolation.

The Children’s Dignity Dos’
Glebe House will also promote the Children’s Dignity Dos
created to enable children and young people to understand
Dignity and Respect.
1. Don’t be mean and be a good friend.
2. Treat people the way you want to be treated.
3. Treat people as their own person and listen to them.
4. Ask people what they want and give them a choice.
5. Let people have time to themselves, and choose when
they want to talk.
6. Let people make choices by themselves and listen to
their opinions.
7. Let people feel free to tell somebody when something
is wrong.
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8. Talk to our loved ones and share with them what we
are up to.
9. Help others to be brave and be themselves so they can
have lots of fun.
10.

Be a good friend and help others when they feel

sad.
Glebe House will use the ‘Dignity Dos’ as a measure for the
services we provide and will strive to ensure that our
services meets each of them for each individual client we
provide a service for.
Glebe House Dignity Champions
Glebe House has over 30 members of staff who are registered
with the National Dignity Council as Dignity Champions.
The key aims for Dignity Champions are to pledge to:
 Stand up and challenge disrespectful behaviour rather
than just tolerate it
 Act as a good role model by treating other people with
respect particularly those who are less able to stand up
for themselves
 Speak up about dignity to improve the way that services
are organised and delivered
 Influence and inform colleagues
 Listen to and understand the views and experiences of
everyone
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Compliments, comments and feedback
We welcome comments and feedback from anyone who uses our
services. At the end of each weekend or short break we will
give you an evaluation form. We would like you to tell us what
you think about your stay, and give us any thoughts or ideas you
may have about how we could develop and improve the service
for you and others who stay in the future. We also ask the
staff what they think too.
Here are a few comments from evaluation forms over the
last year:
I liked chocolate cake
I liked pub and a walk
I liked a lay in!
I liked visiting a friend, personal service
I liked home cooked Sunday dinner!
I didn’t like the pillows, need new ones.
I liked working with Tracey
I liked watching and playing on laptop/tablet
Things I liked; everything!
I liked the path in the garden
I didn’t like being in a different room
I liked the BBQ
I liked chilling!
I think we should have a ramp at the back
Past feedback asked for:
Bigger beds…….we provided them;
More space………..we have been working on this and by the end
of the year we should have achieved this.
Nicer garden……..we have done some of this work and will
continue with it.
Nicer pillows …….we have them now
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FORMAL COMPLAINTS POLICY
If you have a complaint or concern regarding the service you
or your family member is receiving, please contact the manager
of the service who will discuss the matter with you. If you are
not sure who to raise the concern with, please ask at
Reception.
Your complaint or concern will be recorded and a complaint
form will be completed by the manager.
The complaint or concern will be investigated and then action
taken. You will have a response within 14 working days.
The Chief Executive will be informed of the complaint or
concern and advised of the action taken by the manager.
We will inform you in writing of any action that has been taken
and of any steps made to improve the quality of the service you
receive.
If you feel your complaint or concern is of a serious nature
requiring the Chief Executives immediate involvement, please
say that you wish to see or talk to the Chief Executive
directly, who will record the details and investigate the
circumstances and respond accordingly. The Chief Executive
may not be immediately available but will respond as quickly as
possible.
If after this process has been completed, you feel that the
matter is unresolved or the quality of service has not
improved, please advise the Chief Executive, who will take the
matter to the Board of Trustees.
At no point in the process will you be victimised for making a
complaint or raising a concern.
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All complaints or concerns relating to Glebe House will be
taken seriously and dealt with according to the formal
procedure.
If you want to complain but do not want to speak to anyone at
Glebe House you can also contact: Leicestershire County
Council 0116 3050004
If you feel your complaint has not been dealt with to your
satisfaction you can find information on how to take this
further:
 on the CQC website www.cqc.org.uk
 or ring CQC on 03000 616161
Copies of this procedure are available in an ‘easy read’ format
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Here are some pictures of Glebe Cottage.

The kitchen
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Bedrooms
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The lounge
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The main front entrance and hall

The stairs

Stair lift
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Outside

We will update some of these photographs when we have completed out
refurbishment later in the year.
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Policies and procedures of Glebe House
Here is a list of all policies & procedures followed by Glebe
House. There is a copy of them available to view at Glebe
Cottage should you wish to see them in detail. Copies of the
fire risk assessment, general risk assessments and C.O.S.H.H.
assessments are also available at Glebe Cottage.
Accidents and Incidents Policy
Admission Policy for Children
Adoption Leave &Pay Policy
Annual Leave Policy
Anti-Bribery Policy
Arrival and Departure for Childrens Service
Asbestos policy
Asbestos statement
Asthma at work policy and procedure
Attendance Management Policy
Bathing and Showering Procedures
Behaviour at Work Policy (Staff)
Behaviour Management Policy (Clients)
Body Fluid Spillages Procedure
Business Continuity Plan
Capability Procedure
Child Health and Welfare Policy
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Cleaning Policy
Client Code of Conduct
Client personal and sexual relationships Policy
Clinical Tasks policy
Collection of client Procedure
Compassionate Leave Policy
Complaints Concerns Procedure
Complaints Policy
Complaints process EASY READ
Confidentiality Policy
Conflict of Interest Policy
Control of Contractors Policy
COSHH Policy
Data Protection ICO Guidance
Data Protection Policy
DBS Policy
Death of Client at Glebe House Procedure
Debtors Policy
Dignity in Care Policy
Disciplinary Policy
Disciplinary Procedure
Display Screen Equipment policy
Distressed Individuals Procedure
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Diversity Statement
Document Retention Policy
DOLS Policy and Procedures
DoLs Information
Dress Code Policy
Duty of Candour
E-Safety Policy
Eligibility to work guidance
Environmental policy
Equal Ops Policy
Expenses Policy
Fallen Person Policy
Finance Policy and Procedures
Fire Evacuation-Woodgate Chambers
Fire Evacuation Procedures Preston Room-Woodgate Chambers
Fire evacuation procedures-Glebe Workshop
First Aid Policy
Flexible working application form
Flexible Working Policy
Food Handling Procedures
Food Safety Policy
Grievance Policy
Hand Hygiene Policy
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Handling Sharps Policy and Procedure
Health & Safety of Young People Policy
Health and Safety Policy
Health and safety information visitors –Glebe Cottage
Health and safety information visitors –Old School
Health and safety information visitors -Woodgate
Health Surveillance of Staff and Volunteers Policy
Healthy Eating statement (clients)
Incident Debrief Procedures
Inclement Weather Procedure
Infection Control Policy
Infection Control-Blood Borne Viruses Policy
IT Equipment Use agreement
Laundry Management Procedure
Legionella Policy
Locking up The Old School Procedure
Lone Working Policy
Lost Property and Belongings Procedure
Maternity & Paternity Policy
Medical Assistance Procedure
Medical Emergency Procedure
Medical Emergency Procedure - Swimming Pool
Medication Guidelines AHSC
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Medication Handling Check List
Medication Policy
Medication Procedure
Mental Capacity Act Policy Statement
Missing Person Procedure
Mobile Phones at Work Policy & Procedure
Monies and gifts policy
Moving and Handling Policy and Guidance
Muscoskeletal Disorders Policy and Procedure
Noise Control Policy
Parent/Carer Involvement Policy
Parental Leave Policy
Paternity Leave Policy
Personal and Intimate Care Policy
Pets and Animals Policy
Physical Intervention Policy
Preparing Snacks Policy
Pressure Ulcer procedure
Pressured Systems Policy
Quality Statement
Recording and Storage of Images Policy
Recruitment Policy
Redundancy Procedure
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Refusal of Client to Enter Service Procedure
Risk Assessment Policy
Risk Management Policy
Safeguarding Adults Policy
Safeguarding Children Policy and Procedure
Safeguarding Incident Reporting Adults (Flow Chart)
Safeguarding adults procedure
Safeguarding Incident Reporting-Children (Flowchart)
Safeguarding Incident Reporting, where staff are suspected-Children
(Flowchart)
Safety of Premises for Childrens Service
Scabies Policy
Second job policy
Service Promise
Settling in Procedure for Childrens Service
Shared Parental Leave and Pay policy
Signing in and Out policy
Skin Disorders Policy - Work Related
Slips Trips and Falls Policy
Smoking, drug and alcohol policy
Social Media Policy
Stress Management Policy
Sunburn protection policy
Termination of Employment Policy
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Terrorism, Bombs and threats Policy
Time off in Lieu Policy
Timesheets Policy
Training and Staff Development Policy
Transportation Policy
TV Video and Internet Policy
Unable to access a client at home procedure
Vibration Policy
Volunteer Policy Statement
Waste Disposal Policy
Weekend and Short Break Contingency Plan
Whistleblowing Policy
Work Experience Statement Policy
Work Placements Statement policy
Working at Height Policy

Copies of this prospectus are available in an easy read format
if requested. Please ask us if you would prefer one or if you
would like a copy in another format or language. We will do our
best to provide one for you.
This prospectus was updated by Beverley Jakubas: November
2013, May 2014, July 2014, February 2015. August 2016.
November 2016. July 2017. October 2017.
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