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INTRODUCTION 
 

 
Your almshouse is owned by Cambridge United Charities and is managed by the Hundred 
Houses Society. 
 
This handbook supplements and explains the rules and regulations set out in your Letter of 
Appointment, with information to help you deal with situations that may arise while you live 
in the almshouse.  
 
We hope that you will find the information in this book useful, and wish you much 
happiness in your almshouse. 
 
 
Your Key Contacts: 
 
 

Hundred Houses Society  
 
51 Scotland Road, Cambridge, CB4 1QW 
 
Tel. No.:       01223 315036 
 
Email:       info@hhs.org.uk  
 
Website:         www.hhs.org.uk 
 
Office hours:  Monday - Thursday     8.45am -  4.30pm 
                       Friday                          8.45am - 4.00pm 
________________________________________ 
 

 
Cambridge United Charities  
      
119 King Street, Cambridge CB1 1LD 
 
Almshouse Trustee: Sue Simms 
email: s.simms53@ntlworld.com 
tel. 01223 504470 
 
Chair of Trustees: Prof Monika Preutzel-Thomas 
email: monika1.thomas@gmail.com 
 
 
Website:       www.cambridgeunitedcharities.org 
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CHAPTER  ONE – The Charity and its Almshouses 
 
 
1.1 History 
 
Cambridge United Charities has a long history going back at least as far as the 17th century 
and possibly before. As its modern name implies, it is a combination of many charities. 
Cambridge is fortunate to have been left land and other investments by wealthy Cambridge 
citizens in the past. As well as benefiting the almshouse branch charity, part of the income 
is to be "expended on the poor and needy of the City” and upon the young. 
The Charity does not actively fundraise, but seeks to continue the philanthropic work of the 
original benefactors through the careful stewardship of existing resources. (It is sometimes 
assumed that there is a connection with a local football club but there is none. The similarity 
of names is merely a coincidence!) 
 
1.2  Governance 
 
The Charity is administered by up to 12 voluntary trustees who meet at least 3 times a year. 
The Charity’s governing document is a Charity Commission Scheme dated 24 July 1970 
amended in 2014. Cambridge United Charities is a Registered Charity (Number 204640). 
Contact details for the Charity Commission can be found in Chapter 7. 
Cambridge United Charities is a member of the Almshouse Association. Contact details for 
the Association can be found in Chapter 8. 
 
1.3   The Work of the Charity  
The aim of the Charity is to provide convenient and comfortable accommodation in a setting 
which allows residents to retain their independence. The almshouses are unfurnished 
dwellings. It is a condition of living in one of the almshouses that the resident is capable of 
independent living. Neither the Charity nor HHS provides personal care. However, the 
Charity wishes residents to be able to remain in their home provided that they do not 
become a risk to themselves or to others. Those in declining health or infirmity may need to 
arrange for additional support from professional carers.  
 
 The Charity owns twenty eight one-bedroom unfurnished almshouses which are 
available, in general, to older women with limited financial resources who have lived in 
Cambridge for at least two years or have a strong local connection. The almshouses are 
located in John Street, King Street, St Anthony’s Walk and Church Street, Chesterton. 
  
  Since April 2016, day-to-day management of the almshouses has been in the hands 
of Hundred Houses Society, a local Registered Social Landlord which owns or manages 
many properties in the city. Residents of the almshouses are not tenants, but are 
‘beneficiaries of the Charity’ who pay a Weekly Maintenance Contribution towards the cost 
of services provided. 
 
  

For further details of the Charity and its work, please see our website: 
www.cambridgeunitedcharities.wordpress.com 
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CHAPTER  TWO – Terms of Occupancy  
 
2.1 Letter of Appointment  
 
You will have a copy of the Letter of Appointment, which you signed when you were 
appointed as a resident.  Please keep it safe.  
(There is a sample copy in the appendix of this Handbook) 
 
An almshouse resident is a beneficiary of the Charity and not a tenant. You pay a 
Weekly Maintenance Contribution and not rent. 
 
When you sign your Letter of Appointment you agree to its conditions and the Regulations 
for Residents. It is a very important document and you should make sure that you 
understand it before you sign it. From time to time the Trustees of the Charity may 
change these conditions and regulations. If they do you will be notified in writing. 
 
In certain circumstances the Charity may have no alternative but to set aside your 
appointment which means that you will have to leave the almshouse. These circumstances 
include:  
 

• If you do not comply with the Regulations set out in your Letter of Appointment, in 
this Handbook or elsewhere. These Regulations are made for the benefit of all 
residents.  

 

• If you are no longer qualified to live in the almshouse. It is possible that your 
circumstances could change to make you no longer eligible. For example you could 
win or inherit a significant sum of money.  

 
by non-payment of the Weekly Maintenance Contribution or causing nuisance, the Courts 
may be asked to end your occupation of the almshouse. You will be given a minimum of 
two weeks’ notice of intention to do this. 
 
In some cases of nuisance, Court action may be started immediately after the service of a 
notice. 

•  
 

• If you are no longer be able to look after yourself even with all the help of your family 
and/or care provision. There may come a time when this is putting yourself and/or 
the other residents at risk.  

 
The Trustees will only set aside the appointment as a last resort, after a fair process of 
investigation and warning. They will give you as much time and help as possible to find 
alternative accommodation. 
 
2.2 Moving into your new home 
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Once you have accepted the almshouse and the paperwork has been signed you will get 
two sets of keys. 
 
Your new home will have been inspected and will be in a reasonable state of repair. Have a 
good look around the property and check that nothing is wrong. Check the heating controls, 
the location of things like stopcocks and fuse boxes and make sure you know how to make 
the windows and doors fully secure.  
 
You can make a note of information such as this in the ‘About Your Home’ section at the 
back of this Handbook. If in doubt, do ask the Hundred Houses Society (HHS) for advice. 
Let them know immediately if you are unhappy with anything. 
 
You must not carry out any alterations, repairs or decoration to your home without first 
obtaining written permission. Please discuss your plans with HHS, who in turn will consult 
the Charity.  Failure to obtain written permission could mean that the work needs to be put 
right when you leave and the cost charged to you. 
(for details of alterations that may need permission, see Appendix Y) 
 
2.3. Meeting your Visiting Trustee 
 
Soon after you move in you will be contacted by your Visiting Trustee (VT) who will arrange 
to visit you. During this first visit, you will be asked to complete a form giving the Charity 
some basic personal information which it will keep on file. You may like to fill in yourself 
before the Trustee comes. 
 
This information includes contact details for your GP so that help can be obtained in an 
emergency. If you do not have a GP, or you are moving from another area, HHS will be 
able to give you the names of GP practices in the neighbourhood. Please notify your VT if 
you change your GP. 
 
 
2.4  Your Rights and Your Responsibilities 
 
As a beneficiary of Cambridge United Charities you have a number of rights. These include 
the right to live peacefully in your home and to have certain repairs carried out.  
 
You also have responsibilities – to pay your weekly maintenance contribution, to look after 
your property and to be a good neighbour. These rights and responsibilities are set out in 
this section and in your Letter of Appointment. 
 
(please see Appendix X for details of property maintenance responsibilities) 
 
2.4a Gaining access to your home  
 
 (See also Chapter 4.6 The Master Key) 
Your right to occupy your home peacefully will not be interfered with, except when: 
• HHS has to gain access to inspect the condition of the property 
• Urgent repairs are required to your home or adjoining property. 
Reasonable notice will be given in these instances. 
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In an emergency reasonable efforts will be made  to contact you, but sometimes it may be 
necessary to use the master key to gain access, or as a last resort to force entry, for 
example if your property is on fire or being flooded. 
 
 
2.4 b) Visitors, Lodgers and Sub-Letting 
 
The staff of the Charity or of HHS cannot take the place of your relatives or friends.  We 
hope family and friends will give you just the same support as they would if you were living 
elsewhere.  With their help and co-operation, and if necessary support from Social 
Services, it is hoped you will be independent for as long as you wish. 
 
If you wish to have a relative or friend to stay for more than seven consecutive nights, 
please seek permission in advance from HHS.  
HHS needs to know who is in the almshouses for the safety and security of the whole 
community. However, do remember that you are responsible for your visitors at all times. 
 
You are not permitted to have lodgers. 
 
You may not sub-let any part of your home. Sub-letting means parting with all or part of 
your property to another person who has sole possession of all or part of your home. 
 
2.4 c)  Running a Business  
 
You need to have written permission from the Charity to run a business from your home. 
 
2.4 d) Illegal Use 
 
You must not use your almshouse, the garden or any associated buildings for an illegal 
purpose. You are responsible for your own behaviour and that of any visitors when they call 
to see you in your almshouse. If any breach of the terms of your occupation occurs as a 
result of the behaviour of you, or any of your visitors, action will be taken against you as the 
resident. 
 
2.4 e) Nuisance 
 
Allegations of nuisance will be investigated, but neither the Charity nor HHS will become 
involved in minor squabbles between neighbours, as this can often make the problem 
worse. If your neighbours are too noisy, you should first ask them to reduce the noise level. 
They may not be aware that their noise is causing annoyance to you. You should try to sort 
out the problem between yourselves before you involve HHS. 
 
You can contact Cambridge City Council to seek advice on noise or other nuisance. In 
some circumstances it may be appropriate to call the Police, for example, a noisy party in 
the late evening. 
 
If you suffer from a persistent nuisance from another almshouse resident who has refused 
to stop the nuisance you should contact HHS. Please keep a record of all dates and times 
you are disturbed. Action will be taken if a breach of the terms of occupancy has taken 
place and that there is sufficient evidence to support this. You could have to give evidence 
in Court. Your neighbour will have to be given full details of the behaviour complained of 
and will have the right to give their own side of the story. 
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You can also take your own legal action against neighbours causing a nuisance. You 
should seek advice from a solicitor, the Citizens Advice Bureau or an advice centre. 
 
2.4 f) Harassment and domestic violence 
 
The Charity will not tolerate any form of harassment or violence: this includes violence or 
threats of violence to friends, relatives, neighbours, staff, trustees, contractors or agents 
while they are carrying out their work. The Charity may seek to evict you if you commit an 
act of harassment or violence. 
 
If you are a victim of harassment, discrimination, or abuse you should contact HHS 
immediately. Reports of racial and sexual harassment are taken very seriously and prompt 
action to investigate and respond will follow. 
 
If the harassment or abuse involves violence or threats of violence, or damage to property, 
or any other criminal act, you should contact the Police. Both the Charity and HHS will work 
closely with other appropriate agencies, to help victims. 
 
2.4 g) Absence from Home 
 
If you go away for any period greater than 7 days please inform HHS who need to know in 
case there is an emergency that affects your neighbours. It may be advisable in winter 
months to take precautions against frost by either leaving your heating on while you are 
away or by turning it off and draining the water system.  Please contact HHS for advice on 
how best to protect your almshouse while you are way. (See Chapter 7.6) 
 
2.5 Money Matters 
If you have any personal problems over money or any other matter and you have no family 
or friend who you feel able to consult, the Charity will be glad to give whatever help or 
advice it can. Please consult HHS first. 
(see Appendix B for details of the Charity’s Hardship Fund) 
  
2.5 a) Weekly Maintenance Contribution (WMC)  
 
New residents are requested to pay the Weekly Maintenance Contribution (WMC), which is 
due each Monday, by bank transfer. Residents who have been with the Charity longer may 
be paying by other methods. Should there be a need for you to open a bank account, then 
HHS will help you to organise this. You will be given a minimum of month’s notice of any 
increase in the WMC which is usually reviewed with effect from April 1st each year. 
 
The amount you pay covers part of the cost of running the almshouses and includes: 
water and sewage charges    
gas central heating and hot water               
upkeep of the garden 
repairs and maintenance as detailed in this Handbook         
cleaning and lighting of communal areas 
insurance of the building but not of your furniture and possessions       
Community Alarm Call System 
 
2.5 b) Insurance 
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The Charity insures the buildings: it is your responsibility to insure your home contents and 
personal possessions. For further guidance contact HHS.  
 
2.5 c) Council Tax 
 
Residents are responsible for paying their own Council Tax.  You will be advised how to pay 
and advised about available benefits. 
 
2.6 Gas and Electricity 
 
The cost of your gas central heating is covered by WMC. Most almshouses have 
thermostats which can be set at a temperature to suit you. If you need assistance with this, 
please speak to HHS. 
 
If you want to change your electricity supplier, please contact HHS, as some almshouses 
have complicated wiring arrangements. The meters, their locks and fittings should not be 
altered by residents. If the supply is disconnected for any reason, please tell HHS at once. 
 
The use of portable paraffin, oil or gas heaters is strictly prohibited. Portable heaters of 
other kinds may only be used with written consent. 
 
2.7 Moving Out 
 
If you wish to give up occupation of the almshouse you must give the HHS written notice of 
at least 4 calendar weeks, starting on a Monday.  During this notice period you remain 
responsible for the payment of the WMC even if you have already moved out. Residents 
are responsible for their WMC until the premises are cleared of all personal possessions 
and vacant possession is given by handing over the keys to HHS. If the vacancy is caused 
by the death of a resident, their next of kin or executor is responsible. 
 
(For further advice about moving out, please see appendix Z) 
 
2.8 Pets 
 
If you wish to keep a pet you must first obtain the written permission of the Charity.  
Some types of small animals or caged birds may be acceptable but must not become a 
nuisance to other residents.   
Application for permission should be made via HHS. Please tell HHS about arrangements 
you have made for the care of your pet(s) if you are away on holiday or become ill. 
 
2.9 Waste Disposal and Recycling 
 
Waste bins are provided. Please make sure that the waste storage area is kept clean and 
tidy. All waste food should be wrapped before putting it in the appropriate bin. 
Where there are recycling bins or boxes, please sort your waste according to the way in 
which it will be taken away/recycled.  
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 CHAPTER  THREE – Complaints 
 
HHS has a complaints policy which the Charity has adopted. This involves a number of 
steps. Both HHS and the Charity wish to know if they have got things wrong – please do not 
suffer in silence. Complaints help to identify areas where improvement in service may be 
needed. 
 
3.1 General Complaints 
 
Please refer minor matters, such as maintenance items, to HHS, to be dealt with in 
accordance with the timetables set out in Chapter 5 
 
In the case of other problems please speak to a member of the HHS staff – if they cannot 
resolve your complaint, an official form will be filed and this will be referred to a HHS 
manager. Please provide as much information as possible. 
 
The manager should respond within 5 working days. If this is not possible he or she will 
contact you to tell you when a full response will be made. The manager may wish to speak 
to you to discuss the complaint.  
If you are unhappy with the response it will be referred to a more senior manager at HHS as 
per HHS complaints procedure. 
 
 
3.2  Customer Care Standards - what you can expect from HHS 
 
3.2.1 Staff will always: 
Be polite, helpful and well informed 
Respond quickly to your enquiry or request 
Treat you with respect, and ask that you treat them with respect also 
Respect your confidentiality 
 
3.2.2 Phoning the office 
Your call will be answered promptly 
Staff will give their name and ask how they can help you 
If you leave a message a member of staff will phone you back as soon as is possible. If you 
don’t have a phone staff will visit or write within 5 working days 
 
3.2.3 Visiting the office 
Staff will wear name badges, so you know who you are talking to 
Generally, you will be seen by reception staff as soon as you enter the office – if they are 
busy you will not have to wait longer than 5 minutes 
Please tell them if your enquiry or request is confidential - you will be taken to a private 
room or asked to make an appointment in advance 
 
3.2.4 Letters and e-mails 
HHS aims to reply to all letters and e-mails within 5 working days. If this is not possible, 
staff will write and tell you how long it is likely to take. 
 
3.2.5 At your home 
Your privacy will be respected 
Staff and contractors will always produce a valid form of identification 
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If you ask for a home visit, this will be arranged within two weeks at a mutually agreed time 
 
 
3.3 Complaints about Hundred Houses Society 
 
If you are not happy with any part of the service provided by HHS as Managing Agent, then 
you also have the right to complain to the trustees of the Charity by contacting the 
Almshouse Trustee (see contact details on p.2) who will take appropriate action. 
Please be prepared to put your complaint in writing. 
  
3.4 Complaints about Cambridge United Charities 
 
If you are still unhappy you can seek impartial advice from the Citizens’ Advice Bureau 
(CAB) or make a complaint to the Housing Ombudsman.  
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4.1 A Safe Environment 
The Trustees of the Charity are committed to ensuring a safe living and working 
environment for all those who have access to the almshouses. This is the responsibility of 
all concerned. 
 
The Charity and the HHS take responsibility for issues of property maintenance and safe 
practice.  
 
4.2 Planning for Emergencies 
 
The almshouses comply with the appropriate fire regulations, and all dwellings are fitted 
with flame-retardant doors, which must not be left open. HHS make annual checks on 
smoke alarms and arrange regular fire drills for higher risk almshouses 
 
The Charity maintains a Risk Register for its properties and activities 
The Charity and HHS design the emergency evacuation procedures for residents to follow 
They rely on residents and visitors to report safety concerns, and on residents to keep their 
homes in good repair. 
(Please see Appendix D for detailed advice on health and safety in the home) 
 
 
4.3 Coping with Illness and Disability 
 
The staff of HHS aim to support the general wellbeing of residents without interfering in their 
lives or intruding on their privacy. 
 
You have every right to keep your medical affairs entirely to yourself if you wish.  However, 
if you have a chronic health problem, you may feel safer if HHS knows about it so that 
appropriate action can be taken promptly in an emergency.  Personal information like this 
will be kept confidential within the Charity and HHS. 
 
4.3 a) Contacting Health and Social Services 
If contacted in an emergency, HHS will call for help on your behalf and notify your family 
and friends.  At other times they will arrange with the Independent Living Service to help 
you to receive support or care from the local authority or voluntary services.  
 
To make it possible to act quickly, HHS must have the names and addresses of your 
nearest relatives or friends.  Please let them know about any changes of address or 
telephone numbers of your relatives or friends. 
 
Please make sure HHS is notified if you go into hospital. 
 
If you have a disability or become disabled while living in the almshouse, it may be possible 
to obtain equipment or to make alterations to your home to help you to live an independent 
lifestyle; ask HHS about this.  You must not make any alterations to your home (e.g. fitting 
ramps or stair lifts) without the Charity’s permission. 
 
4.3 b) Independent Living Services 
 

CHAPTER  FOUR – Wellbeing  
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The Charity works with the Independent Living Service (ILS) of the Cambridge City Council. 
 
ILS gives expert advice and provides equipment to enable you live independently and stay 
in your almshouse as long as possible. Any resident wishing to take advantage of their 
services should contact HHS to arrange a visit. 
 
4.3 c) A personal alarm service can be provided by the Independent Living Service to 
residents of the almshouses. A portable alarm can alert the 24 hour support services (365 
days a year) by telephone, and a key safe enables access by emergency services. Any 
resident who would like to have this service should contact HHS. The fees for the service 
are paid by the Charity. 
 
4.4   Keys to your Home 
 
HHS holds a master key which can open your front door. HHS staff have strict instructions 
only to enter your home in an emergency or with your permission.  Your privacy will be 
respected.   
 
Please do not change the locks of your almshouse without first asking HHS for permission. 
If you change the locks to your property, for whatever reason, please provide HHS with a 
new key. 
 
If you get extra keys cut, please make sure that they are all returned the Charity when you 
leave. 
 
4.5 Your Personal Security 
 
Always use your spy hole and safety chain to identify callers before opening the door. The 
chain should only be used to open the door a few inches when identifying callers and not be 
kept on permanently.   
 
Please do not allow a stranger to enter your home without proof of identity.  
Beware of bogus officials.  Always ask for proof of identity.  
if you are in doubt, please call HHS, a friend or the Police. 
 
4.6 Going Away 
Let HHS know if you will be away for more than 7 days. 
Turn off the water and electricity at the mains. If you are unsure how to do this seek advice 
from HHS. 
Get a friend or neighbour to check your home from time to time. 
 
4.7 Being a Good Neighbour  
 
Please keep an eye on any frail neighbour – particularly during cold spells. Telltale signs of 
trouble are milk left on the doorstep and uncollected papers. 
An occasional call can sometimes help pinpoint health or care problems, cheer the person 
up and combat his or her feelings of loneliness and isolation. 
Remember – people may not be able to shop or care for themselves when ill. They may cut 
down on heating to save bills and this can be fatal in cold weather.  
Your occasional call may prove a lifesaver! 
 
4.8 Wills and Powers of Attorney 
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You are strongly advised to make a will.  If you wish to leave personal property to a relative 
or friend a will is essential.  If you have made a will please inform HHS where it is kept and 
who is the Executor. 
 
A solicitor is the best person to help you make a will, and if you require assistance in finding 
one, you can contact the Citizens Advice Bureau.  
 
You should also consider appointing as your attorney a suitable person or persons to have 
care and control over your financial affairs and of medical decisions if a time comes when 
you are not able to do so for yourself. 
 
4.9 Gifts and Legacies 
 
It is the policy of the Charity and of HHS that no individual involved in the running of the 
Charity or of the almshouses should accept any gift or legacy from a resident. Bequests to 
the Charity are of course most welcome. 
     
 
 

CHAPTER  FIVE – Property Services  
 
 
5.1  Property Maintenance 
  
As the agent of the Charity, HHS is responsible for both external and internal repairs to your 
home and the communal areas.  Please report all wants of repair to HHS who will arrange 
for repair work where appropriate  
 
Some repairs inside your home are your responsibility. 
(See Appendix X for details of responsibilities and how they should be carried out) 
 
5.2  Contacting the HHS Property Service 
 
To report a problem or request a repair, please telephone or call in at the HHS office. The 
repair will be given a priority category to indicate its urgency, as follows:- 
 
• 1. emergency – 24 hours (e.g. flooding, dangerous electrics etc) 
• 2. urgent – 5 working days 
• 3. routine – 20 working days 
 
When you report a repair you will be asked how access can be gained to your home. A 
specific appointment can be arranged if you need it. If you are happy for access to your 
home using the master key this will be done, but only with your express permission. (See 
Section 4.4) Sometimes HHS will need to carry out an inspection to check what works are 
needed. 
 
5.3 Out of Hours Service 
The emergency call out service operates overnight and at weekends.  
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“Emergency” means what it says. It covers any danger to life or limb, flooding or where the 
property is insecure. Total loss of heating and hot water will only be treated as an 
emergency in the winter months.  
Please do not use the emergency call out service unless it is an emergency 
  
5.4 Repairs and Decorations 
 
5.5 Glazing 
 
Faulty and cracked windows and door glass will be repaired and/or replaced as part of 
normal service, but you will have to pay if they were damaged deliberately or accidentally. 
Check if your own insurance policy covers this. 
Breakages through vandalism or burglaries are fortunately rare. HHS will give fast and 
sympathetic help in such cases. First tell the Police, then HHS. 
 
5.6 Television Licences 
 
Almshouse residents over the age of 75 are entitled to a free TV Licence. 
Residents between the ages of 60 and 75 are entitled to the reduced rate TV Licence (if 
retired or working less than 15 hours per week), and the Charity will pay the fee.  
If you are contacted by the Licensing Authority, please contact the HHS Housing Officer. 
 
Please be considerate. TVs, radios, stereos and musical instruments which are too noisy 
can be a great nuisance to neighbours. 
 
5.7 Communal Facilities 
 
Please help to keep the shared areas clean and tidy. You should not store items in these 
areas, as they may be a fire risk, encourage vermin or get in the way of emergency 
evacuation. 
 
Communal gardens are laid out for the use and benefit of all residents.   Some properties 
have areas which residents are encouraged to maintain themselves. The major work of 
grass cutting is the Charity’s responsibility, although, in some cases, more active residents 
often do this themselves.  If you would like to help with gardening please ask HHS. 
 
In some blocks of almshouses a washing machine and drying area is available to all 
residents.  When you first move to your new home you will be shown how to use the 
machines.  Use of the laundry may be restricted and rules apply so that you and your 
neighbours are not disturbed by noise or misuse.  The machines are intended for residents’ 
laundry only. 
 
A solicitor is the best person to help you make a will, and if you require assistance in finding 
one, you can contact the Citizens Advice Bureau.  
You should also consider making a Lasting Power of Attorney by which you can choose, 
and give instructions to, a person or persons who you wish to have care and control over 
your financial affairs and of medical decisions if a time comes when you are not able to do 
so for yourself. 
 
 
 
 


