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Information about why this is included: Residents highlighted the importance of a welcoming environment, where they know the staff members. This part of the welcome pack provides a space for staff to welcome residents into the community.

[to be deleted from your welcome pack]






[INSERT WELCOME MESSAGE]
Guidance 
A short message of welcome to the community, 
ideally from a manager, 
staff member the residents will get to know 
or from the whole team….
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Information about why this is included: 

Current residents state it is useful to know which staff members to contact for different issues/queries. We hope that providing a staff inventory with all of this information may help them to navigate retirement living. We have also provided a space for staff to enter the hours they wish to be contacted, rather than their working hours, to help ensure they are not overwhelmed with queries from residents.

Guidance: Enter respective staff details and contact hours so they know when is best to contact you at work. Below are some example roles (this can be added to and/or changed).
Manager
Name:
Contact:
Contactable Hours:








Deputy / assistant manager
Name:
Contact:
Contactable Hours:








Maintenance / practical
Name:
Contact:
Contactable Hours:






Healthcare / care assistant
Name:
Contact:
Contactable Hours:






Leisure (gym, salon etc)
Name:
Contact:
Contactable Hours:
Catering
Name:
Contact:
Contactable Hours:
Social activities/ volunteering coordinator
Name:
Contact:
Contactable Hours:
Reception
Name:
Contact:
Contactable Hours:
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Information about why this is included 

Residents report it is useful to have all of the information about the facilities in one place. This list aims to include details of the facilities available in the retirement community to help residents navigate the community after moving in. If you wanted, this list may also be linked to the maps included later on in the welcome pack.


Guidance: Edit this list and add opening times for these services. Easily remove if your community does not have these facilities.

CATERING


[image: Coffee with solid fill][image: Restaurant with solid fill]Coffee shop
Opening Hours:

Main restaurant
Opening Hours:






[image: Grocery bag with solid fill][insert other]
Opening Hours:

Food shop
Opening Hours:







LEISURE


[image: Swimming with solid fill][image: Dumbbell with solid fill]Swimming Pool
Opening Hours:
Membership details:


Gym
Opening Hours:
Membership details:






[image: Comb with solid fill][image: Protecting hand with solid fill][image: Chess pieces with solid fill][image: Books on shelf with solid fill]Games room
Opening Hours:

Library
Opening Hours:

Nail Salon
Opening Hours:

Hair Salon
Opening Hours:










[image: Video camera with solid fill][image: Palette with solid fill]Art Studio
Opening Hours:

Cinema
Opening Hours:

Residents garden
Opening Hours:

[insert other]
Opening Hours:
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Information about why this is included

Residents find it useful to have all the information about social events or activities easily accessible in one place. This list aims to include details of the social events or activities available in the retirement community to help residents navigate the community after moving in.

Guidance: Enter the social events or activities which are run each week. Examples are provided to show how the social events may be presented but these can be edited and changed based on your specific retirement community. 

Tuesday
Yoga
Gym room A 
10am – 11am



Saturday
Yoga
Gym room A 
10am – 11am


Thursday
Yoga
Gym room A 
10am – 11am


Sunday
Yoga
Gym room A 
10am – 11am


Friday
Bingo 
Main restaurant 
7pm – 8pm


Wednesday
Bingo 
Main restaurant 
7pm – 8pm


Monday
Bingo 
Main restaurant 
7pm – 8pm
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Information about why this is included 

Residents report that at times it can be hard to navigate their community and the local area. This section and the following section includes a space for you to provide a map of your retirement community and the local area.

Guidance: Insert a map of your retirement community for residents to use. 
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Information about why this is included 

Both staff and residents highlighted that a buddy system could be a useful resource that would make the transition to a retirement community easier. This section provides guidance to help residents with navigating a buddy system and we hope it will be useful alongside the guidance for staff included earlier in the guide. 

Guidance: This is a drafted guide providing information about a buddy system. If you use this at your community, then please edit and include specific details. This is an example and a template, please do edit and change so that it reflects your community.

What is a buddy system? What does it involve?
A buddy system involves you being linked with another resident who has already moved and settled into retired living. Your buddy will then be an initial contact for you in your new retirement community, who you can be introduced to, meet up with and get to know.
After moving to your retirement community, staff members [INSERT SPECIFIC STAFF INFORMATION] will explain the buddy system and if you’re interested provide you with a buddy. You and your buddy can then arrange to meet up and get to know each other, which may help with your adjustment to retired living.
How can a buddy system help?
Moving to a new place can be a daunting experience and at a retirement community, it may be challenging to meet new people. The buddy system can help by making the initial link for you, in the hope that from this it is easier for you to build and establish connections with other residents.
How to find out who your buddy is?
To find out who your buddy is please contact: [INSERT CONTACT DETAILS HERE], or visit [INSERT DETAILS OF WHERE TO FIND STAFF – E.G., RECEPTION] to speak to staff members.
What can I do with my buddy?
You and your buddy can decide on what you would like to do when you meet up and/or chat. Some ideas could include going for a meal, going for a coffee, going for a drink, engaging with one of the social activities provided in your community or going into the local town. 
What if I haven’t found the buddy system useful?
If the buddy system has not worked for you, please contact [INSERT CONTACT DETAILS HERE], or visit [INSERT DETAILS OF WHERE TO FIND STAFF – E.G., RECEPTION] to speak to staff members. Staff members will always be happy to speak with you and discuss any concerns.
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Information about why this is included:
Resident’s report it is useful to have a place where they can be kept updated on what is happening in their community. This page includes details on where residents can find updates and how often these updates are provided.

Guidance: 
This is a page which tells residents where they can find community updates, insert information about any community newsletters, forums, notice boards etc. This is an example and a template, please do edit and change so that it reflects your community.


You can find information and updates about what is happening in your retirement community here:
[image: Newspaper with solid fill]
Community newsletter
Published monthly on last working day of the month and available at [INSERT WHERE THIS IS AVAILABLE].

[image: Users with solid fill]Monthly resident forum: An allocated time each month where residents can get together and discuss any queries, feedback and/or suggestions they have for the retirement community. The forum is also a time for staff to update residents on any updates about what is available for them in the community. For information about the monthly forum please contact: [INSERT CONTACT DETAILS].
[image: Blackboard with solid fill]
Notice boards: A notice board is located [INSERT LOCATION] in the community and provides updates on what is on in the retirement community. 
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Information about why this is included 
Resident’s report it can be hard to find useful information about the local area, either online or in the community. This section provides a list of useful information about what is available in the local area.
Guidance: This final page provides a list of information about what is available in the local area, which may be useful for residents. This is an example and a template, please do edit and change so that it reflects your local area.


Travel
Local bus routes are: [INSERT BUS ROUTES/NUMBERS]. Closest bus stops to the community are: [INSERT CLOSEST STOPS] and they leave these stops regularly at: [INSERT TIMES]. If you would like to access this timetable online, follow this link: [INSERT ONLINE LINK].
Local taxi companies include: [INSERT LOCAL TAXI COMPANIES AND CONTACT DETAILS].
Nearest hotels to the retirement community are: [INSERT NEAREST HOTELS AND CONTACT DETAILS]. These may be useful when family and friends would like to visit.
Health
Closest doctor’s surgeries to the community are: [INSERT LOCAL SURGERIES AND CONTACT DETAILS]. 
Closest dentist’s to the community are: [INSERT LOCAL DENTISTS AND CONTACT DETAILS].
Closest opticians to the community are: [INSERT LOCAL OPTICIANS AND CONTACT DETAILS].
Leisure
Local gyms and leisure centres which are close to the community are: [INSERT LOCAL GYMS AND CONTACT DETAILS].
Local shops and supermarkets include: [INSERT LOCAL SHOPS AND OPENING TIMES]. 
Green space
Local parks and/or other green space include: [INSERT DETAILS OF LOCAL PARKS].
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