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STAIRS 
Policy and Publication Policy
Almshouse Association Model Policy Template

1. Policy statement
The Trustees of [Almshouse Charity] are committed to being open, transparent and accountable to residents. We believe residents should have easy access to information about how the charity is governed, how decisions are made and how homes are managed. This policy explains how the charity will:
· proactively publish key information through a Publication Scheme (from October 2026);
· respond to requests for information from residents and their representatives (from April 2027);
· review decisions where information is withheld.
This policy is designed to meet the Social Tenant Access to Information Requirements (STAIRs). 

2. Purpose
The purpose of this policy is to:
· promote openness and trust between trustees and residents;
· make information available without residents having to ask where possible;
· provide a fair process for requesting additional information;
· protect confidential and personal information appropriately.

3. Scope
This policy applies to:
· all trustees;
· employees and scheme managers;
· volunteers acting on behalf of the charity;
· contractors managing almshouses where they hold information on the charity's behalf.
It applies to information relating to the management of the charity's almshouses and services provided to residents. 

Guiding principles
The charity will follow five principles:
	Principle
	What it means

	Transparency
	We publish information wherever practical.

	Accessibility
	Information is available in plain English and alternative formats where needed.

	Accountability
	Residents can understand how decisions affecting their homes are made.

	Respect
	Personal and confidential information is protected.



	Proportionality
	As a charity, we provide meaningful information without creating unnecessary administrative burden.


	
4. What [the charity] will publish (Publication Scheme)
The following information will normally be available:
A. Governance: Governing document (where publicly available), Trustee names. Annual Report and Accounts, Charity Commission registration details, Organisational structure
B. Resident services: Resident Handbook, Repairs and maintenance policy, Complaints policy, Safeguarding policy, Health & Safety policy, Equality & Diversity policy
C. Performance: Annual resident satisfaction results, Number of complaints received and resolved, Planned maintenance programme, Major improvement works
D. Financial information: Summary of maintenance contributions or service charges, How charitable funds are used, Grants received for housing improvements (where appropriate)
E. Resident engagement: Resident meeting minutes (with personal information removed), Consultation outcomes, Annual trustee report to residents

5. How information is published
	Method
	Examples

	Website
	Policies, reports, accounts

	Resident noticeboard
	Notices, planned works

	Printed copies
	Available on request

	Email
	Newsletters, consultation documents



6. Information requests
From 1 April 2027, residents may request information relating to the management of their almshouse. Requests may be made:
· by email;
· in writing;
· verbally to the Scheme Manager (who will record the request).
Residents do not have to explain why they want the information. 

7.  Response times
	Stage
	Timescale

	Acknowledge request
	Within 5 working days

	Provide response
	Within 30 calendar days

	Internal review
	Within 30 calendar days


Where additional time is genuinely required, [the trustees] will explain why and keep any extension to a minimum. 

8. Information that may be withheld 
The charity will normally disclose information unless there is a lawful or reasonable basis not to. Examples include:
· another resident's personal information;
· medical or safeguarding records;
· confidential employment information;
· legally privileged advice;
· information that could create a genuine health or security risk.
Where only part of a document is confidential, [the charity] will provide a redacted copy wherever possible. 



9. Data protection
STAIRs does not replace UK data protection law. If a resident is requesting their own personal information, the request will instead be handled as a Subject Access Request under the UK GDPR and Data Protection Act 2018. 

10. Reviews and complaints
If a resident is unhappy with [the charity’s] response, they may request an internal review within three months. The review will consider whether:
· relevant information should have been published;
· the request was handled correctly;
· information was wrongly withheld or redacted;
· timescales were met.
Where applicable, residents may subsequently refer the matter to the Housing Ombudsman under its STAIRs jurisdiction.


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

Date …………………………………………………………………………………………………………………

Review date ……………………………………………………………………………………………………….
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