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Guest Admission Policy for Hope House,  

Referral Criteria and Process 
 

 

Aim of the Policy 
The aim of this policy is to provide a standard process and consistent approach for 

the referral and admission of Guests to Hope House where it is the aim of the 

Charity to support people with life limiting conditions, enhance their quality of life 

and reduce carer fatigue through daytime respite.   

 

Referral criteria 
Hope House provides a range of services for people over the age of 18 with life 

limiting conditions.  A person with a life limiting condition who attends Hope 

House will be known as a Guest. 

 

People referred to the service will have an identified need for one or both of the 

following: 

• Supportive pastoral care 

• Carer/family respite 

 

Guests will need to be well enough to attend day-care and tolerate the journey to 

and from Hope House.  All Hope House guests will be collected from home in the 

morning by one of our volunteer drivers and will be taken back home after their 

day at Hope House is over.   

 

Hope House provides supportive pastoral care but is a non-medical unit. All guests 

remain under the care of their own GP.  A fully qualified First Aider will be on 

hand in case of emergencies. 

 

Hope House does not have the resource or expertise to offer places to people  

• With a current history of mental health problems 

• With a primary diagnosis of, or advanced dementia 
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• Whose behaviour is liable to be disruptive  

 

Acceptance of each referral is at the discretion of the Hope House Leader and a 

medically trained volunteer (usually a retired Registered Nurse), and will depend 

upon: 

• Resident North West Leicestershire. However, as Hope House is situated close 

to the county boundary it will accept referrals from immediately surrounding 

districts 

• Individual assessment of needs 

• Whether Hope House can meet those needs 

• Whether attendance at Hope House will be of benefit to the potential day-care 

guest 

• Availability of resources and places. 

 

 

Referral process and assessment 
Referrals can be made by GPs, health care professionals, Hospice Hope Support 

Café Leaders, individuals or their families by telephoning Hope House (01530 222 

079) and speaking to the Hope House Leader.   

 

The following information will be required: 

 

• Name and contact details of the person making the referral 

• Details for the person being referred: 

• Name, address and telephone contact details 

• Date of birth 

• Diagnosis 

• Treatment in progress or being received 

• General condition and home circumstances 

• Name of GP or consultant and contact details 

 

The referee will be contacted within five working days of receipt of the referral 

and if Hope House referral criteria have been met, a date and time will be agreed 

for an assessment visit. 

 

(Two members of the Hope House team (from Hospice Hope) will then visit them 

in their own home to carry out an assessment, discuss the services available at 

Hope House and to ascertain the appropriateness of the referral and their suitability 

to attend.   
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Arrangements for attendance 

If the assessment indicates that a place at Hope House will be appropriate, a date 

will be set for the individual to attend for a visit, preferably with their close relative 

or carer. 

 

If an individual wishes to accept the offer of a place at Hope House, a mutually 

agreed day will be set, transport arrangements secured and a placement will be 

offered. 

 

In the event of Hope House being at full capacity or transport being unavailable, 

the person will be placed on a waiting list, kept informed and contacted when a 

place or transport becomes available.   

 

The person who referred the individual will be informed of the outcome of the 

referral. 

 

NB: No-one will be excluded from attending Hope House on the grounds of 

gender, gender identity, sexual orientation, race, religion, ethnicity or physical or 

mental ability. 

 

Admission procedure 

On admission, each guest will be welcomed by the Hope House Leader and given a 

‘Welcome Pack’ of information about Hope House’s services. 

 

Consent will be sought from the guest to allow the sharing of information with 

their GP, other healthcare professionals, family or carers. With consent and where 

necessary, the guest’s GP will be contacted for medical information and in all 

cases will be advised of the placement.  Liaison will be maintained with the GP 

and any other health care professionals involved, and with family or carers, in 

order to provide continuity of care. 

 

Hope House will keep a confidential record of all guests which will be updated 

after every session.  This record will be reviewed by the Hope House Leader every 

three months or as changes occur. 

 

All records and personal information will be held securely and confidentiality will 

be maintained. Please also refer to the Hospice Hope Confidentiality Policy 
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Timescales for attendance 

 

The length of stay at Hope House will depend on the level of need and availability 

of places. Each place at Hope House will be subject to a 12 week review to ensure 

the service offered is appropriate for the ongoing needs of the individual.  

 

All guests will be made aware that if Hope House daily capacity of 10 guests is 

reached and their condition (both emotional and physical) is stable, they may be 

invited to attend one of Hospice Hope Support Cafes for a time instead of Hope 

House. 

 

 

 

 

 
This Policy is supported by and has been agreed by the Hospice Hope Board of 

Trustees. 

 

Signed:    ____________________________ 

 

Date:             6 February 2018 

 
Policy review date:  February 2019 
 

 

 

 


