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INTRODUCTION 
 

The aim of Octavia House is to provide you with help and support 
so that you may be as independent as possible in all aspects of 
your daily life.  
 
The house has space for 6 residents. 4 of the bed spaces are for 
people who stay with us for a maximum of 8 months; these 
placements are called Resettlement places. They are for people 
who require more intensive support and need help to find suitable 
accommodation. Workers help them to gain skills to understand 
and manage their mental health problems; support them to get 
back into a routine and have some structure and goals. They help 
them to identify and to work on any other issues that they require 
support with so that they can live more independently. Throughout 
their stay workers will explore what kind of future accommodation 
is suitable for them and support them to find somewhere to live 
after their placement at the hostel. 
 
2 of the bed spaces are for those who may require periods of 
respite or Relapse Prevention. The aim of this part of the service 
is as an alternative to a hospital admission; it is to help prevent 
people from becoming unwell or reaching a crisis point. The 
people who book in for prevention are often quite independent but 
benefit from some regular contact with mental health services. We 
encourage Prevention users to book their stays in advance so that 
they do not reach a crisis point. We support them to learn about, 
understand and manage any triggers to what might make them 
become unwell. People can stay for a minimum of two nights or a 
maximum of three weeks dependent on their circumstances. 
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COMMUNITY LINKS & OCTAVIA HOUSE 
 
Community Links is a Charity offering housing and support to over 
500 single homeless people with mental health problems 
throughout the city of Leeds.   
 

Alexander House is commissioned by NHS Leeds and Supporting 
people and is managed by Community Links.   
 
Community Links & Octavia House encourages input and actively 
seeks the views of all residents and service users. This is done in 
a variety of ways. For example, we have a Community Links 
Involvement Group that meets on a monthly basis. This group is 
open to all the people who use our services. This group meets to 
discuss and consult on a wide range of topics like policies and how 
to improve services.  
 
When you first use the hostel and then again when you leave we 
will give you a feedback questionnaire so you can tell us how you 
rate the service that Octavia House has provided. We take 
feedback seriously and it helps us to make improvements and 
changes. Both positive and negative are equally welcome. All the 
feedback we receive is reported to Senior Managers and our 
commissioners and funders. 
 
Workers will make sure you are made aware of the all the different 
groups Community Links run and the ways in which you can be 
involved so that you can make a choice about how much or how 
little you want to contribute. 
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THE TEAM 
 

The team is made up of seven Mental Health Support Workers, a 
Deputy Manager and a Manager.  
 
There is always at least one worker on duty and across the day 
there will be between two and four workers around to give you help 
and support. The team will not do things for you but they will 
support and encourage you to do things for yourself. 
 
Sometimes a student nurse or a student social worker will be on a 
placement at the hostel. They will be part of the team whist they 
are on training and usually stay for around 3 – 4 months. 
 

 

LIFE AT THE HOUSE 
 

 
 

Each weekday morning residents and staff get together for a 
meeting. This meeting is at 10am and all residents are expected to 
attend. 
 
This is because information is exchanged between residents and 
workers about who is on duty and arrangements are made for the 
day ahead. 
 
It is also an opportunity for you to take part in discussions and 
decisions about general issues around the hostel and have some 
influence on your surroundings.  

 
Every person living or working at the hostel is expected to do his or 
her fair share of the domestic duties. This will include some 
cleaning and cooking a communal meal. Help will be provided 
where needed. 
 
At the assessment stage before you move into the house workers 
will help you identify what you would like to achieve from your stay.  
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They will work together with you to help you reach your goals. 
They will write Support Plans with you. A Support Plan is an 
agreement between you and your worker which details the action 
both parties will take to enable you to succeed. We will explore 
your strengths with you and help you build on these. Workers will 
start from the point of what you can do rather than what you can‟t! 
 
We will listen carefully to you about what you think and where you 
feel you are at. We will use this to make sure we begin at a stage 
you are comfortable with. However, we will also encourage and 
support you to push yourself and try new things out. 
 
 

PHILOSOPHY 
 

 The team will respond to your needs with support and 
sensitivity. 

 

 You will be treated with honesty and respect. 
 

 You will receive practical, emotional and therapeutic support 
in a friendly environment. 

 

 You have the right to receive a good standard of support. 
 

 You are responsible for your actions and there are some 
guidelines about behaviour within the hostel that you will be 
expected to follow. 

 

 You have the right to be respected and valued for who you 
are regardless of age, disability, gender, ethnic origin or 
nationality, sexual orientation, domestic circumstances, 
marital status, religious belief or appearance; in fact 
regardless of anything to do with what you look like, what 
your background is or how you operate.  

 

 Discrimination, victimisation, harassment and bullying are not 
tolerated and are always challenged. 

 
 You will be given information and advice on problems and 

personal issues. 
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 If you are a Resettlement resident you will be supported to 
find somewhere suitable to live after your stay. We will also 
help put in place any future support you need for when you 
leave the hostel. 

 

 We are committed to helping you to identify and achieve your 
goals and aspirations. We will write Support Plans with you 
around these goals and you can ask to change or review 
these at any time.  

 

 It is the aim of the team to provide everyone with a friendly, 
responsive, tolerant and safe place to live. 

 
YOU HAVE A RIGHT TO : 

 

 Confidentiality. 

 Be treated with dignity and respect by both workers and 
fellow residents. 

 A room and a space of your own. 

 A good nights sleep. 

 Privacy. 

 Receive visitors and friends. 

 Express your preferences and opinions. 

 Be fully involved in your support. 

 Make a complaint about any part of the service that you 
receive with which you are unhappy. 
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WHAT WE EXPECT FROM YOU : 
 

 No violence or intimidation. 

 Smoking is limited to designated areas. 

 Alcohol is not to be consumed in communal areas. 

 Illicit substances are not permitted on the premises. 

 Payment of rent on time. 

 Take responsibility for your own possessions and room keys. 

 Fill in the fire register when entering or leaving the building. 
Also to inform workers when you are staying out overnight. 

 Take part in the day-to-day activity of the hostel such as 
meetings, cooking and cleaning – with support when you 
need it. 

 Be actively involved in your support and engage with 
workers. 

 
You need to be aware that if you do not follow the expectations 
listed above you may put your place at the hostel in danger and be 
asked to leave. Although we do not take eviction lightly we will do 
so if we feel other residents and staff are in danger or you are not 
following the expectations listed.  
 
The hostel does have an eviction process but before this is 
implemented we work hard with residents to help them solve any 
issues that could lead to eviction. Only if the resident does not 
engage in this process or does not take the necessary action then 
we have a right to evict them. Residents who are going to be 
evicted are served a 28 day Notice. However, if the residents‟ 
behaviour is intolerable and / or putting others at risk we retain the 
right to proceed with an immediate eviction.  
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BOUNDARIES 
 
Hopefully, when you have been at the hostel a while you will 
feel able to have an open and trusting relationship with workers. 
It may mean that you feel able to speak freely with them about 
your problems, or it may help you feel more confident to try new 
things. However, no matter how well you get on with your Key 
Worker, it is important to point out the boundaries in this 
working relationship. Below is a list of things workers are not 
allowed to do. 

 
 Receive gifts of money or anything worth more than £3 from 

you. 
 

 Meet with you socially out of working hours. 
 

 Invite you to our home. 
 

 Tell you confidential information about staff or other 
residents. 
 

 Give you our address or phone number. 
 

 Have an intimate relationship with you. 
 
These guidelines are in place to protect both workers and 
residents from exploitation. Please don‟t be offended, just because 
we say “no” doesn‟t mean we don‟t like you. 
 
If, at any time, you feel you have been approached by a member 
of staff prepared to do any of the above, do not hesitate to tell 
someone. 
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SAFEGUARDING ADULTS  
AND CHILDREN 

 
It is important for you to know that we take the safety of you and all 
the other service users at Community Links very seriously. We 
want to know if you feel anyone is taking advantage of you, other 
residents or children you know. This could be someone asking or 
making you (or someone you know)  do things that put them in 
danger.  
  
It is our policy that all workers receive training for the safeguarding 
of children and adults. Therefore, if you have any concerns about 
your own safety and welfare or that of another adult or a child, you 
can speak to a worker. They will be able to support you and they 
are trained to know what to do with the information you give them. 
 
We will try to respect your wishes if you do not want us to act on 
the information.  However, please be aware that sometimes we 
may have to report what you have told us to the relevant agency. 
This is particularly the case if you have told us about a child whose 
safety may be in danger. Workers will always let you know if they 
have to report what you have told them and they will keep you 
informed about what will happen. 
 
At the back of this handbook there is a list of useful contacts 
should you wish to raise any concerns yourself. This Handbook 
should also come with a Safeguarding Leaflet, if one isn‟t included 
please ask a worker for one. 
 
Please be aware that we understand it can be difficult to speak out 
about issues of abuse or neglect, especially if the abuser is 
someone you know well or is a staff member or has a position of 
power. We will treat any information you give us both seriously and 
sensitively. 
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     PEOPLE INVOLVED IN YOUR CARE 

 
 The Consultant you have when you are referred to the 

hostel will remain your Consultant throughout your stay. 
 

 You will normally see your Consultant as an outpatient. 
 

 The team will help you with any services that you may 
need e.g. housing applications. 

 
 You may be allocated or continue to see a Housing 

Support Worker, Community Psychiatric Nurse, Social 
Worker or other Community Mental Health Team Worker. 

 

 You may already have or wish to seek access to the 
advocacy services. An advocate is someone who will 
speak for you purely from your point of view. Your 
Keyworker can help you access this service. 

 

 You will be allocated a Care Team when you first come to 
Octavia House. If you are staying for 8 months you will 
have a Keyworker and an Associate Worker. If you are 
here for a prevention stay you will just have a Keyworker. 
Your Keyworker will be the person who will be most 
involved in your support throughout your stay although 
other members of the team will also be available for 
support. 

 

 

 

 

 

 
 



 12 

MEDICATION 
 

Whenever possible you will be responsible for your own 
medication. This might mean managing your medication with the 
support and supervision from the team at first. 
 
When you have gained confidence you would collect and keep 
your tablets yourself. You have a locked drawer in your room in 
which you can keep your medication. 

 

CONFIDENTIALITY 
 

The team need to know how best to support you and therefore 
information is kept about you. You may see this information. 
 
Your notes are kept in a locked cabinet and the hostel workers are 
the only people who have access to them. Any information held 
about you is only shared with other professionals directly involved 
in your care. 
 
Information you give to workers will be shared within the team. 
However, only information relevant to your care will be passed on 
to other workers. 
 

ACCESS TO YOUR NOTES 
 

You are legally entitled to look at the notes that Octavia House 
keeps about you.  
 
We ask that you give us 48 hours notice before you read your 
notes so that we can ensure any third party notes are removed 
from your file. You are not legally entitled to see third party notes 
unless you have received written agreement from the person 
responsible for writing them. 
 
You may not take the progress notes from the premises or deface 
them in anyway. 
 
You have the right to draw attention to and make a written 
comment about anything documented in your notes with which you 
do not agree. 
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COMPLAINTS 

 

If you are unhappy about any aspect of your stay at the hostel you 
can; 
 

 Talk it over with your Key Worker or another person with 
whom you feel comfortable. 

 

 Put it on the agenda for the daily community meeting. 
 

 Fill in a complaint form, which you can find on the notice 
board in the entrance foyer. 

 

 Talk to an advocate. Help will be given to you to do this or if 
you prefer you can contact the Leeds Mental Health 
Advocacy Service yourself. Their contact details can be 
found at the back of this Handbook. 

 
 

MONEY 
 

Assistance will be given to help you understand your benefits and 
also to access any other money you may be entitled to. Your 
income will be limited whilst you are staying at the hostel and it is 
important that you take this into account before moving in. 
 
Each person‟s stay is funded differently depending on their type of 
income and the amount they receive. You will have to make a 
personal contribution toward your rent from your benefits. Your 
Key Worker will discuss with you. If you get the Care Component 
part of Disability Living Allowance you will also need to pay this to 
us as part of your rent. 

 
You will be responsible for managing your own money. Staff will 
help you to budget. However, money will not normally be kept on 
your behalf. 
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VISITORS 
 

Every resident is entitled to have visitors. If you would like a friend 
/ partner to stay overnight we ask that you give the other residents 
and workers some notice and a chance for them to meet with your 
visitor prior. Please read the Visitors Policy on the notice board in 
the hallway for more information. 
 
Unfortunately the hostel is not suitable, nor do we have provision 
for young children to stay overnight, however they are welcome to 
visit. We ask that you do not leave children unattended whilst they 
are visiting and that you remain vigilant of their safety. Some 
areas, such as the laundry room are not safe for young children 
because of the accessibility to cleaning products etc. Visiting 
children are the responsibility of the resident they are coming to 
see. 
 
You are responsible for your visitors whilst they are at the hostel. 
Residents will be informed of any visits arranged in the morning 
community meeting so you should book visits in the diary along 
with your visitor‟s name. Any visitors not staying overnight must 
leave the premises by 9pm. 
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HOUSE SAFETY 
 

You will have a key to your own room. Workers will not enter your 
room without your permission unless they are worried about you or 
there is an emergency. 
 
For everyone‟s security the hostel will be locked at 10pm on a 
weekday and 11pm on weekends. If you are staying out later than 
this you will need the front door key. This must be given back to 
staff the next morning. 
 
You must inform us if you are staying out overnight. This is 
because we need to know how many people are on the premises if 
any emergencies arise. 
 
If you are not back by 10pm on a weekday or 11pm on a weekend 
you may be reported to the police as „missing‟. 

 
If you lose keys you will have to pay for a replacement which 
costs £ 7. 
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HEALTH AND SAFETY 
 

 

You have the right to expect that the hostel will remain a safe and 
healthy environment in which to stay. Staff at the hostel have 
responsibility for ensuring the health and safety of everyone who 
stays there. 
 
You will be encouraged to make staff aware of any concerns you 
have about health and safety at the hostel. This includes telling 
staff about any repairs or maintenance work that you think needs 
to be done. You can raise any concerns in the Community 
Meetings, talk to worker or complete a Hazard Log form which a 
worker can give to you. 
 
You are entitled to expect that staff will respond quickly to any 
concerns or issues that you raise. You will be kept informed about 
what it is in place at the hostel to protect everyone‟s health and 
safety. Regular checks are carried out on the building and its 
appliances, fixtures and fittings. We will encourage you to be 
involved in these checks. For example, you may be asked to help 
a worker do the weekly fire alarm checks to see that system is 
working as it should.  

 
 

                             
 
Community Links also has regular Health and Safety Meetings at 
Head Office which are open to all our residents. So, whether your 
stay at the hostel is for 6-8 months or for a week or two your views 
and opinions about health and safety in the hostel are important to 
us and we encourage you to have your say. There is a Health and 



 17 

Safety Rep at the hostel who attends these meetings so if you 
wish to go please let them know. 

SMOKING, ALCOHOL AND DRUGS 
 

Smoking is only allowed in your own room or in the garden at the 
rear of the house. A smoking shelter is erected for this purpose. 
 
You will not be able to live at the hostel if your main issue is an 
alcohol problem and your behaviour when drinking is likely to 
impact on the other residents who live at the hostel.   
 
Residents are allowed to drink in their room but not in communal 
areas. However, if you do get drunk and your behaviour is 
unacceptable you could be in danger of loosing your place. 
 
Drugs are not permitted in the house and you will not be able to 
live at the hostel if your main issue is drug related. If we do 
suspect that someone has drugs on the premises it is likely that 
the police will be called and they could be in danger of loosing of 
their place. 
 

COVER AT NIGHT 
 

There will be a worker sleeping in the house at night. They can be 
woken if there is an emergency and so we would expect them to 
be your first contact should an emergency arise.   

 
 

HOSTEL FACILITIES 
 

There is a lovely garden at the front and a more private garden to 
the rear of the house. We also have a large patio area and outside 
seating where we enjoy BBQs when the weather is fine! 
 
If you are „green fingered‟ then there is the space for you to have 
your own patch of garden. If you want to do some gardening 
please let a worker know before using the equipment as you may 
need some protective clothing or special instructions may be 
required. 
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The ground floor is fully accessible for people with mobility 
problems and there is a ground floor bedroom with adapted en-
suite facilities for residents who are unable to use the stairs. 
 
Everyone has their own private bedroom which is fully furnished 
with a bed, wardrobe, chest of drawers, easy chair and a TV. You 
will also have your own vanity unit and sink in your room. Bedding 
and towels are provided but not toiletries. You can bring some of 
your belongings to make your room more homely. 
 
There is lounge on the 1st floor with a DVD player, digital TV and a 
stereo system.  
 

The hostel has a laundry room with a washer, drier, iron and 
ironing board. Washing powder is provided for you. 
 

There is a communal toilet on the ground floor and a bathroom 
with a shower and bath on the 1st floor. The bathroom on the 2nd 
floor has a bath. 
 
There is a private payphone for residents to use. We ask for 
consideration to be shown to others when asking people to phone 
you, particularly late at night. The resident‟s telephone number is 
2709206. You will be able to use the office phone to contact any 
workers involved in your welfare during your stay at the hostel. 
 
On the first floor there is a Resource Room which has a computer 
with internet access and a printer for resident use. If residents are 
unable to get to the first floor they are able to use the Office 
computer, internet access and printer. If you have your own laptop 
with wireless connection you will be able to use our wireless 
connection to access the internet. 
 
There is a meeting room in the hostel which you are able to use as 
a prayer room. Please let the team know if you wish to use this 
space for prayer or quiet reflection. Our Head Office in Chapel 
Allerton also has a space which you can book if you wish to use it 
for this purpose. Please let a worker know if you wish to use this 
space.  
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COOKING AND FOOD 

 

Cooking and eating together is a large part of hostel life. You will 
be supported to develop and improve your skills with shopping, 
cooking and other domestic tasks. 
 
We will endeavour to cater to individual tastes, dietary, cultural and 
religious requirements around food. You will have a choice in the 
type of food, which is bought and prepared and you will have a say 
in planning the menus for the week. However, please be aware 
that there is a weekly budget for food and we cannot always afford 
luxury items. We aim to eat healthily, within our budget and try to 
make meals from scratch rather than rely on processed foods. 

 
All mail is put in the office for safekeeping and can be collected 
from a worker. 
 

PETS 
 
Unfortunately you will not be able to keep pets on the premises. 

 

GP SERVICE 
 

You may wish to keep your own GP whilst you are at the hostel or 
you may wish to register with our local surgery.  
 
Residents who use the hostel for a prevention placement (1-3 
weeks only) usually keep their own GP. 
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LOCAL AMENITIES 
 

There are various shops, pubs and cafes in the immediate vicinity 
of the hostel. The team can show you where these are. 
 
The local Hunslet Shopping Centre has lots of shops and a 
supermarket. Just near the Shopping Centre is a library and a  
Post Office. There is also Bingo and Take Away shops there too.  
 
There is an Octavia House Welcome Pack which contains lots of 
other information about local amenities and resources which may 
like to access during your stay.  
 
Your keyworker will show where this is and how to use it when you 
first come to the hostel. Please feel free to browse this at anytime. 
 
 
 
 

 
 
 
 

PUBLIC TRANSPORT 
 

There is an excellent bus service on the main road at the end of 
East Grange Drive. Uses to Leeds City Centre are approximately 
every 10 minutes. Workers will be able to tell you where to get a 
return bus and also about any other local buses. Bus timetables 
can usually be found in the entrance hall of the house. 
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ACTIVITES 
 

All residents are encouraged to identify activities that they can 
become involved in. Part of staying at the hostel is to help you to 
increase your confidence, widen your social network and learn 
new skills. There are a number of local resources we use such as 
colleges, day centres and groups. Your Care Team will be able to 
tell you about these. We also on occasion do activities together as 
a house; these may be trips to parks, the cinema, going bowling or 
for meals out.  
 
Community Links hold two main events a year for residents, there 
is a Summer Gala usually in August, as well as Eid and Diwali 
Celebrations and a Christmas party. 
 
There is also a regular resident‟s newsletter which is produced by 
and for service users of Community Links. If you are interested in 
being more involved in its publication then please let a worker 
know and they can support you to do this. Some residents have 
written poetry or done some artwork or photography that has been 
shown in the newsletter. There are competitions, stories and 
recipes published and news about what is going in Community 
Links. 
 
If you are interested in computers and making friends on-line 
Community Links runs its own FaceBook group. There is further 
information about this at the hostel and workers will be able to tell 
you how to go about accessing it. 
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MOVING ON FROM OCTAVIA HOUSE 
 
If you are living at the hostel as a Resettlement resident for a 
maximum of 8 months you will likely find this time passes quickly. 
Because of this your Care Team will start to discuss with you quite 
early on in your stay about where you would like to live and what 
kind of support you might need when you leave. 
 
We know this might seem that we are rushing things but we find 
that getting the right home for your future and having the right kind 
of help can take some time to set up and organise. In the first few 
weeks of your stay workers will start to make housing applications 
with you. They will talk to you about any options that are open to 
you. 
 
Workers will go through everything you need to know so that you 
can make an informed choice. For example, you might want to get 
a local authority flat but you need to be aware that you will likely 
have to furnish this yourself. Not all of our residents are entitled to 
grants etc so during your stay you may have to save up and buy 
furniture and other household items.  These are the kind of things 
workers will discuss with you and support you with. 
 
You also need to be aware that we will only be able to support you 
if you engage with us and stick to the agreements we make with 
you. If you don‟t attend meetings with your Care Team or go to 
appointments at the Housing Office etc we will be unable to secure 
you appropriate future accommodation and support. You may also 
put your place at the hostel in danger and could be asked to leave.  
 
However, our aim is to ensure that we do everything we can to 
help you maintain your place at the hostel and to find somewhere 
that is right for you when you leave. 
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If you require this Handbook in other language or 
format such as audio, large print or Braille then please 

let us know. 
 

If you are unsure about anything in the handbook or 
about your stay at the hostel or you would like more 

information please do not hesitate to ask a member of 
the team. 

 

 A special thanks to all the residents who have helped with the 
writing and producing of the Handbook. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Revised & Updated August 2009 
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USEFUL CONTACTS 
 

If you would like support to contact the agencies listed below 
or any other organisation then workers will be happy to help 
you. 

 
Addictions Unit Leeds 
Tel : 2951300 
www.lau.org.uk 
 
Adult Protection Unit Leeds 
Tel : 2224401 
www.leedsadultprotection.net 
 
Advocacy - Leeds Mental Health Advocacy Group 
Tel : 2470449 
 
Age Concern 
Tel : 0800 009966 
www.ageconcern.org.uk 
 
Benefits Agency 
Tel : 2224404 
Minicom : 2224410 
www.leeds.gov.uk 
 
Carers Team 
Tel : 2954445 
www.leedspft.nhs.uk 
 
Child Protection Agency Leeds 
Tel : 2224403 
www.leeds.gov.uk 
 
Citizens Advice Bureau Leeds 
www.leedscab.org.uk 
 
Citizenship – Information for citizenship 
www. leeds.gov.uk 
 
Community Links 
Tel : 3070080 
www.commlinks.co.uk 
 
Connect Helpline 
Tel : 0808 800 1212 
Minicom/text : 0808 800 2323 
 

http://www.leedsadultprotection.net/
http://www.ageconcern.org.uk/
http://www.leeds.gov.uk/
http://www.leedspft.nhs.uk/
http://www.leeds.gov.uk/
http://www.leedscab.org.uk/
http://www.commlinks.co.uk/
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DLA 
Tel : 08457 123456 
www.direct.gov.uk 
 
Drugs – National Helpline 
Tel : 0800 776600 
 
Hate Crime – Positive Action against Hate Crime 
Tel : 0800 590 316 
 
NHS Direct 
Tel : 0845 4647 
nhsdirect.nhs.uk 
 
PALS 
Tel : 0800 525 270 
www.leedspct.nhs.uk/patients 
 
Police 
Tel : 0845 6060606 
Minicom : 01274 373999 
 
Samaritans 
O8457 90 90 90 
 
Survivor Led Crisis Service Leeds 
Tel : 2609328 
 
Sign Language & Interpreting Services Leeds   
Tel : 2469990 
info@leedsdeafandblind.org.uk 
 
Supporting People 
Tel : 3950486 
www.leeds.gov.uk 
 
Victim Support 
Tel : 0845 3030 900 
 
Womens Aid 
Tel : 0808 2000 257 
www.womensaid.org.uk 
 
 
 
 

ALSO SEE THE OCTAVIA HOUSE WELCOME PACK FOR MORE 
INFORMATION ON LOCAL AGENCIES AND PROJECTS THAT CAN 

SUPPORT YOU. 

http://www.direct.gov.uk/
mailto:info@leedsdeafandblind.org.uk
http://www.leeds.gov.uk/

