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STAIRs
Information Request Guide for Residents - how to ask for information from your almshouse charity
Almshouse Association Model Template

The Social Tenant Access to Information Requirements (STAIRs) give residents the right to ask their almshouse charity for certain information. We aim to make it easy for you to find out about how your almshouse is managed and how we provide our services.

1. What information can I ask for?
You can ask for information about your almshouse charity, its services and how your home is managed. Before making a request, please check whether the information is already available on our website or in information we have given you. If it is, we will point you towards it.

2. How do I make a request?
You can make a request by:
· Email: [insert email address]                        
· Post: [insert postal address] 
· In person: [insert details, if appropriate]
You do not need to use special wording or give a reason for your request.
If you need help making a request, please contact us and we will do our best to help.

3. What happens after I make a request?
We will:
· acknowledge your request;
· consider what information you are asking for;
· provide the information where we can; and
· explain if there is a reason why we cannot provide some or all of it.
We may ask you to clarify your request if we are not sure what information you are looking for.

4. Can information be withheld?
Sometimes we may not be able to provide information. For example, information may contain someone else's personal details, confidential information or information that could create a risk if disclosed.
If we withhold information, we will explain why.

5. What if I am unhappy with the response?
If you are unhappy with our response, you can ask us to review our decision.
The review will normally be carried out by someone who was not involved in the original decision.
To request a review, please contact:[insert contact details]

Need help?
If you are unsure whether you can request particular information, or need help making a request, please contact us. We want the STAIRs process to be simple, accessible and fair for all residents.
Contact: [insert name/email/telephone]









Signed by [Trustees] ………………………………………………………………………………………..

Date …………………………………………………………………………………………………………………
 
7/8

TAA/SAM/MP&T/STAIRS/STAIRs Information Request for Residents  v1       	8 Oct 2026

image1.png




