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Welcome to Allen Ward
This welcome pack provides information that we hope will
support your stay at Warneford Hospital. It has been designed
to make sure that you know what to expect while you are here.
The welcome pack provides information about your ward, the
staff and the treatments and therapies that will be available to
you. It also offers help with the practicalities of life in hospital
and understanding your rights.
Your named nurse will discuss the welcome pack with you and
your carer(s) when you are first admitted and answer any
questions about its contents throughout your stay.
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Useful contact information
Allen Ward phone number:…………………………………………………
Payphone number:…………………………………………………………………
Your named nurse is:………………………………………………………………
Your associate nurse is:…………………………………………………………..
Your support worker is:…………………………………………………………..
The ward manager is:……………………………………………………………..
Your modern matron is Nokuthula Ndimande
Your consultant psychiatrist is Dr. Olga Tsatalou
Your ward doctor is:………………………………………………………………..
The name of your daily allocated nurse will be displayed on a
white board by the main lounge. Photographs of staff
members are also displayed on the ward.

Who will be looking after me
Named nurse

Your named nurse, a registered mental health nurse, will be
responsible for co-ordinating your care on the ward for the
duration of your stay. He or she will also collect and record
information in your case notes and work with you on your
care plan.
They will also be the first point of contact for your family and,
with your consent, will arrange to meet them within the first
three days of your stay. When your named nurse is
unavailable you will be assigned an associate nurse or
allocated nurse. If, for any reason, you wish to change your
named nurse or associate nurse, please talk to the ward
manager who can help you with this.
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Modern matron

The modern matron is responsible for ensuring that care is
provided to consistently high standards and that the
environment in which you are cared for meets acceptable
standards.

Ward manager

The ward manager is responsible for overseeing the daily
management of the ward, ensuring that there are enough
suitably trained staff to meet your needs.

Deputy ward manager

The deputy ward manager supports the ward manager and
matron in improvement and innovation work and leading the
multi-disciplinary team. They have a key role in supporting
staff to provide high quality patient care.

Staff nurse

The staff nurses co-ordinate the ward and work with allocated
patients on a one-to-one basis to support them with their care
needs and develop care plans as necessary. A key part of the
nurses’ role is also to dispense medication. This includes
monitoring for side effects and providing psycho-education
with regard to treatment and medication.

Healthcare assistants

Healthcare assistants can support you in meeting your
day-to-day needs on the ward. They will work closely with
nurses and other staff in helping you manage your time on the
ward and support you when you prepare to leave the ward.

Consultant psychiatrist

Your consultant psychiatrist is the most senior doctor on the
ward, with overall responsibility for your care. They lead on
important decisions about your treatment and discharge. The
consultant psychiatrist is supported by a number of other
doctors who are also trained in delivering mental health care.
If you are unhappy with your care and treatment then you
have the right to a second opinion.
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Occupational therapist

The occupational therapist will support you in maintaining
meaningful structure to your day in hospital and help you to
identify what your longer term goals are. They will work
closely with the activity co-ordinator and health and fitness
instructor to help you plan your days on the ward.

Students

Oxford Health NHS FT supports the teaching of students from
various professions. From time to time you may be asked
whether a student can be present or deliver part of your care.
Your verbal consent will be sought and you have the right to
refuse. All students are supervised by a qualified member of
staff.

Pharmacist

The pharmacist will support the team to provide the most
effective medical treatment for you and can provide you and
your family with information about your prescribed
medication.

Care co-ordinator

Your care co-ordinator will help you prepare for a safe
discharge. If you are already supported by the mental health
teams it is likely that you will already know who your care coordinator is.
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What does admission to hospital involve?

Coming into hospital can be a distressing experience for you
and your loved ones. Whether this is the first time that you
have been admitted, or if you have been here before, we
recognise that this is a difficult time. We aim to support you as
much as possible during your stay.

Why am I here?
You have been admitted to the ward so that your mental
health needs can be fully assessed. It provides a place of safety
where specialist team members can offer the care that best
meets your needs.
The aim of admission is to aid your recovery, helping you to
return to your everyday life by finding the treatment that is
right for you. Wherever possible, staff will try to involve you in
decisions about your care.
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What to expect on arrival
When you arrive on the ward you will be welcomed by a
member of the nursing team and you will be shown around
the ward to help you settle in.
The nurse will check through your personal belongings with
you. There are items that are considered unsafe to be kept on
the ward. If you have any of these items they will be taken
and stored in a safe place for you (see page 9).
Please tell the staff if you have been taking any medication
and hand in any unused medicines that you have brought
with you to one of the nurses.
You will meet a doctor who will complete a physical
examination and assess your immediate needs to ensure that
you are safe on the ward.
If you have arrived at the ward with a relative or close friend,
you may want them to stay with you so that the doctor can
talk to them too. The doctor may prescribe medication if it is
needed.
At this point a decision will be made as to whether you will be
able to leave the ward during the early part of your stay and
what level of support you require.
Please give the doctor and nurses as much information as you
can. This will enable us to help meet your needs. This could
include dietary requirements, religious and spiritual needs
and anything else you consider important.
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What to bring
at least two sets of day clothes
outdoor shoes
nightwear and slippers
toiletries (razorblades will be kept safely by staff)
comb and hairbrush
coat
underwear
Please remember to label all items. You are responsible for
your own belongings and you are advised not to bring items of
value with you. If you did not have time to pack before being
admitted or if you have forgotten anything please speak to one
of the nurses who will be able to help you with some of these
items.
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We want to keep our ward a safe environment for all our
patients and staff and therefore there are some items which
we cannot allow on our inpatient ward:
alcohol
illicit drugs - they will be removed, disposed of and the
police may be informed
jewellery and other valuables, or more money than you
need for routine purchases
plastic bags
glass bottles

sharp objects such as knives, scissors, nail clippers or
cutlery
electrical items, including televisions, stereo systems
and computer equipment
Blu-Tack and chewing gum
Lighters
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Family and friends
People who give you regular support when you are at home,
for example your partner, neighbours or friends, may be
described as carers. With your consent your named nurse will
contact them and invite them for a meeting within the first
three days of your admission. You may also choose to invite
them to meetings where your care is being discussed.
They may be anxious to know how you are and how they can
help when you are discharged. It is useful for us to know who
gives you regular support. It will also be helpful for us to know
how you would you like them to be involved in planning and
reviewing your care.
They may also be entitled to a carer’s assessment. Your named
nurse or care co-ordinator can give them further information
about this if they have not already had a carer’s assessment.

Advanced directives
You may have been in hospital before and therefore you and
your family may have views on what worked well or what you
would like to happen in future admissions. You may have
recorded your wishes in an advanced directive.
Ward staff should be able to find this on your electronic
records but to assist us please inform your named nurse if you
believe you have an advanced directive in place.

Ward access and exit

Entrance and exit to the ward is monitored. We are required to
do this as part of duty of care to ensure patient, staff and
visitor safety.

You will be granted different types of leave from the ward
depending on if you are an informal patient or if you are
detained under the mental health act. The following pages will
give you further details about this.
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The Mental Health Act (MHA)
Some patients may have to go into hospital under a section
of the MHA, once all other care and treatment options have
been fully considered. If you are held under a section of the
MHA, a member of the nursing team will give you a written
and verbal explanation of your rights. They will also explain
your right to an independent mental health advocate (IMHA)
and how you can access this service.
Patients held under most sections of the MHA have the right
of appeal to both the hospital managers and the Mental
Health Tribunal (MHT). This will also be explained to you by
the nurse. If you wish to appeal, nursing staff will help you to
do this.
Nursing staff will be able to provide you with a list of mental
health solicitors so that you may choose a legal
representative for your tribunal. Nursing staff will also be
happy to discuss the MHA with your relative or carer if you
wish them to do so.
If you are detained under the MHA you must have written
authorisation from the consultant in charge of your care
before you may leave the ward. There may be occasions
where staff acting in your best interest will not allow you to
leave but they will always discuss this with you and answer
any questions you may have.
If you would like advice on any aspect of the MHA, a member
of staff can help you to contact a suitable solicitor, if you do
not already have one, or if you prefer you can use the
advocacy service to arrange this.

Informal patients
Some patients agree to be admitted to hospital and actively
participate in their care.
As an informal patient, you are free to take time away from
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hospital at any time, which can be agreed after discussion with
your care team. However, we ask that you avoid times when we
have specific aspects of your care planned. This includes:
•
•
•
•

medication times
agreed meetings with your named or allocated nurse
participation in agreed therapeutic activities
ward reviews

You may also be asked to stay on the ward during mealtimes
to ensure that you have regular, nutritional meals.
For your safety there may be times when we advise that you
remain on the ward and we will fully discuss our reasons for
this with you.
Other times may be agreed with you and your named nurse,
the consultant psychiatrist and wider care team. As an inpatient
you will be expected to be on the ward overnight from 9pm 9am unless otherwise agreed. This is to ensure your safety at
night, encourage you to sleep well and avoid disruption on the
ward at night.

Assessment of needs
During your stay you will have a full assessment of needs. This
means that you will talk through your health and social care
needs, including benefits and housing, with your named nurse
or your care co-ordinator. We can help you to find support or
information you might need about any aspect of your health or
social care needs.

How will my discharge be planned?
Leaving hospital can be an important life event so it is essential
that you receive good quality discharge care. Plans around
your discharge should commence soon after your admission
and be a part of all care planning processes.
You might need to consider the following before leaving the
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ward:
What are my longer term health needs and who will
support me in staying well?
•
Do I have accommodation?
•
Is my housing secure and fit to live in?
•
Do I have my keys?
•
Is my gas and electricity connected?
•
Are my finances sorted out?
Staff on the ward will be able to assist you with concerns you
might have about these or any other issues.
•

What is the Care Programme Approach (CPA)?
The CPA is a way of planning and co-ordinating your care
after you leave hospital. It helps make sure that you are
supported in a way that fits your individual needs. The CPA
includes:
•
•
•
•

assessing your needs with you
developing a plan in response to the needs identified
and agreed
sharing responsibility with you (and others as needed) to
put the plan into action
reviewing the plan with you to check that is it meeting
your needs and to agree any changes

What is meant by care co-ordination?
Care co-ordination describes the process of how mental
health services assess your needs, plan ways to meet them
and check that they are being met. You should always feel
able to ask mental health workers to explain this process
clearly to you.
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When might I need a care co-ordinator?
•
•

where your needs have become more complex
when you need a range of different services

•

if a community team decides a named person needs to
co-ordinate the services you receive

If your needs are not complex, you will not have a care coordinator but the principles and values of the CPA still apply.

Who will be my care co-ordinator?
Your care co-ordinator will usually be a nurse, social worker or
occupational therapist. Ideally they should be the person who
knows you best and with whom you feel most comfortable to
talk with. You should always be informed of the name and
contact details of your care co-ordinator.
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What is life like on the ward?
The following information will tell you a little about life on the
ward.

Meetings
Ward rounds take place on a regular basis. In these meetings
you will be able to discuss your needs and progress with your
consultant and other team members. You can invite your
family and friends to attend if you wish.

Community meetings take place once a week. They give you
the opportunity to meet with staff and other patients to
discuss and resolve issues on the ward.
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Housekeeping

To keep the wards clean and tidy, a housekeeping service is
provided within all inpatient areas every day. There is also a
washing machine for you to use as you need.

Meals
All of your meals will be provided on the ward. Each day you
will be offered a selection of meals to suit your tastes or
cultural needs.
Drinks are available 24 hours a day.
Meal times
Breakfast: 7.45am - 9am
Lunch: 12pm - 12.30pm
Evening meal: 5pm - 5.30pm
Please speak to your named nurse if you have any particular
dietary requirements so that they can inform the catering
department.
Due to food hygiene legislation, hot food cannot be kept for
more than 20 minutes so it is important that you are ready for
the meal service on time.
We do not allow visitors onto the ward during these times as
this enables us to support you in maintaining a healthy diet.

Toilets and bathrooms
Some of our rooms have an ensuite facility including a shower
and toilet. There are four shower rooms and two bathrooms.
There are toilets in two of the shower rooms and 3 further
toilets.
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Garden
The ward has access to a garden which you will be able to use
throughout the day when staff are available to be there.

Smoking
All Oxford Health NHS Foundation Trust sites operate a
smoke-free policy. This means smoking is not permitted
anywhere in buildings or on grounds owned by the trust. For
further information please talk to a member of staff or visit
www.oxfordhealth.nhs.uk/about-us/smoke-free-policy/.

Telephone
You may have your phone with you at all times, this however
may be care planned with you if it is felt that you need
support when using your phone and this may therefore be
kept safely for you in your locker. However, there are times
when it will be possible to use it and the ward staff will
support you with this.
The ward has a telephone that you may be allowed to use
from time to time. Family and friends are welcome to ring the
ward number and we will transfer their call to a phone you
can use.

Laundry
The ward has washing machines and tumble dryers, irons and
ironing boards that you can use during your stay. Ward staff
will advise you of the times that these facilities are available.

Day activities
During the day various activities are available. Some activities
may be in groups while others may involve you working oneto-one with a member of staff. Your named nurse will go
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through a list of what is available to you and what will be
helpful for you in working towards discharge. These
arrangements are individually planned and will be part of your
overall care plan.

Visitors
Family and friends are welcome to visit you on the ward
during designated visiting hours.
Visiting hours
Weekdays 4pm - 9pm
Weekends 10am - 9pm
If your visitors are not able to come during normal visiting
hours, please discuss this with the ward team and special
arrangements can be made.
Visitors are welcome to sit with you in the dining area. To
maintain the privacy and dignity of all patients on the ward
visitors are not permitted in the bedrooms.
Children and young people under the age of 18 are not
allowed onto the main ward area. If you wish to arrange for
your children to visit please discuss this with a member of the
nursing team so they can book the family room for you.
The ward may refuse a visitor entry if they feel that the visit is
not in the best interest for you or if it is outside visiting hours.
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Confidentiality
Hospital staff must keep the details of your care confidential.
However, they have a duty to share information related to
your mental health with other members of the team looking
after you. Information is passed among people involved in
your care and treatment when you leave the hospital.

Privacy and dignity
During your stay on the ward you can expect to be treated
with respect and dignity. Everyone needs some personal
space and the ward staff will do their best to arrange this for
you.

Religious and spiritual needs
We recognise that for many people their spiritual needs and
religious beliefs are very important and can provide support
during recovery. You can ask your named nurse to put you in
contact with a member of the chaplaincy team and you may
also wish to maintain contact with your local faith community.
The chaplaincy team aims to provide spiritual care and to
meet the religious needs of all patients.

Occupational therapy
After experiencing a mental health problem people may find
it difficult to carry out everyday activities. This could be for a
variety of reasons, for example loss of motivation, lack of
confidence or difficulty in managing feelings and emotions.
Occupational therapists (OTs) work with people of all ages to
help them carry out activities that they need or want to do in
their daily lives.
The main aim of occupational therapy is to assist your
recovery by encouraging you to take part in activities that
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have meaning and value for you. During your stay in hospital,
OTs will look at your strengths and needs. An individual
treatment programme will be developed and reviewed with
you, which may be a mixture of one-to-one sessions and
group activities.
These take place in the hospital setting, occupational therapy
department or community venues.
Examples of available activities:
•

•
•

•
•

daily living skills to develop or improve areas like
cooking, shopping, budgeting and other day-to-day
activities
health promotion with advice on health eating, exercise
and stress management
work, training and education to help you develop the
skills and confidence to take part in paid or unpaid work,
courses and training
leisure activities such as pursuing a hobby, sport or other
leisure activity
relating to yourself and others to improve your
confidence and self-esteem and help you to develop
coping strategies
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How will my safety and security be
maintained?
Fire safety
Fire alarms are fitted around the hospital. If you hear the fire
alarm, staff will direct you to the safest exit. It is important
that you follow their instructions and try to stay calm. A fire
test takes place weekly and ward staff will inform patients of
this prior to testing.

Infection control
Please speak to a member of staff or the infection control link
nurse if you have any concerns about the cleanliness of the
hospital. There are regular inspections which provide
assurance of a good standard of cleanliness and that there
are no maintenance issues with the ward.

Safety and restraint
The most effective care is provided in a safe environment. If a
person acts in a way that compromises safety on the ward,
staff will take action to reduce the risk to all concerned.
In most situations staff will try to resolve such issues through
discussion. They will work with the individual to deal with any
issues and may suggest moving to a quieter area.
If you see anything that you think could pose a risk to
yourself or others, you should report this to a member of staff
immediately. Staff can help to reduce the risk and discuss any
concerns you might have.
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Concerns, comments and complaints
We aim to provide you with a high quality service at all times.
However, if you have any concerns, complaints or comments
about your experience of our service then please speak to your
named nurse, ward manager, modern matron or your
consultant. If you feel you are unable to speak to nursing staff,
you can contact the Patient Advice and Liaison Service on
freephone 0800 328 7971.
Equally, if you feel we have looked after your needs well or that
a particular member of staff deserves praise, please let us know
this, either directly or by calling the PALS team on the number
above.
Individual members of staff are unable to accept gifts but if
you wish to donate to the ward please discuss this with the
ward manager.
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Notes
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If you would like to have information translated into a
different language, please contact the Equality and Diversity
Team at: EqualityandInclusion@oxfordhealth.nhs.uk

Oxford Health NHS Foundation Trust
Trust Headquarters
Warneford Hospital
Warneford Lane
Headington
Oxford
OX3 7JX
Switchboard
Email
Website

01865 901 000
enquiries@oxfordhealth.nhs.uk
www.oxfordhealth.nhs.uk

Become a member of our Foundation Trust
www.ohftnhs.uk/membership
OH 162.20
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