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                           The Forrest Centre 

 Mission, Vision and Values Statement  

 
Mission Statement 

We will care for each person compassionately as an individual, respecting the 
rights and dignity of all.  
In our pursuit of quality care, we will respond to the needs for change by 
developing innovative programs aimed at achieving excellence. 
 
 

Vision Statement 
The vision of The Forrest Centre is to be, and to be recognised as a leader in 
residential and community care. 
 

Values 

Healing 
We will provide care and attention to the physical, emotional and spiritual needs 
of the residents, community clients, families and staff. 
 

Hospitality 
We will warmly welcome all, as we listen and respond to their needs. 
 

Respect 
We will acknowledge the value of human life by treating all with dignity and 
respect. 
 

Stewardship 
We will be accountable for resources entrusted to us and use them responsibly. 
 

Compassion 
Moved by the spirit of compassion, we will work to relieve the distress of 
suffering. 
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The Forrest Centre 

 

Mary Potter Nursing Home 

Lewisham Avenue, Wagga Wagga, 2650 

Telephone 02 6932 3011 - Fax: 02 6925 1830 

Email:admin@forrestcentre.com.au 
 

The Founding Story of The Forrest Centre: Mary Potter Nursing Home. 
 
The Forrest Centre could indirectly be classed as a creation of two women. The 
Venerable Mary Potter, who founded in England the religious congregation of the Little 
Company of Mary (LCM) and Miss Ethel Forrest who was a resident of Wagga Wagga. 
 
Ethel Forrest was considered by many people of Wagga Wagga to be an eccentric 
recluse and when she died on the 21st of June 1977, having lived much of her life in 
frugal simplicity, she left the bulk of her large estate to the Anglican diocese of Canberra 
and Goulburn to be used for the establishment of a hospital “like St. Lukes”.   St Lukes is 
a hospital in Sydney which had looked after family members of Miss Forrest many years 
earlier. 
 
An indication of her lonely life was that at her funeral the only people attending were the 
Rector of St Johns Anglican Church, the staff of the funeral director, her solicitor and two 
others, one being the district nurse who attended her. Notwithstanding this, Miss Forrest 
was known as an “identity” of Wagga Wagga, often being seen in and around Gurwood 
Street near her residence above the “Windmill Café”. 
 
As there was not a need for another hospital in Wagga Wagga, there already being 
Calvary Hospital (a private hospital owned and operated by LCM) and the Wagga Wagga 
Base Hospital; the then Regional Director of Health facilitated negotiations between the 
Anglican Bishop of Canberra and Goulburn and the Little Company of Mary. 
 
The Sisters had expressed an intention for some time to construct a nursing home to be 
operated in conjunction with Calvary Hospital Wagga Wagga. However, the 
implementation of that vision had been delayed due to the need to undertake urgent and 
costly works at Calvary Hospital. 
 
The Anglican Diocese had a long involvement with aged care in Wagga Wagga, 
operating a Day Care Centre from St Johns Parish Hall in conjunction with the Riverina 
regional health authority, and in coordinated welfare works in the City. 
 
It was decided to apply to the Supreme Court to vary the terms of the will. It was 
considered that the construction of a 60 bed nursing home in combination with an 
assessment and rehabilitation and day care centre would be in keeping with the wishes 
of Miss Forrest. 
 
The foundation stone was laid in April 1983 and the Centre opened in February 1985 
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Proprietorship and Brief Description 
 
The Forrest Centre is a joint venture between the Little Company of Mary and the Diocese of 
Canberra and Goulburn. 
 
The two partners formed a company known as The Mary Potter Nursing Home and The Ethel 
Forrest Day Care Centre Pty Limited which trades as The Forrest Centre. 
 
A Board of Directors is appointed by the Little Company of Mary and the Anglican Diocese of 
Canberra and Goulburn to govern the operations . The Board is the licensee of the Mary 
Potter Nursing Home. 
 
The Mary Potter Nursing Home is approved by the Commonwealth Department of Health and 
Ageing whereby residents are eligible for Commonwealth Benefits. The Centre is also 
accredited by the Aged Care Standards and Accreditation Agency. 

 
 

The Mary Potter Nursing Home 
 
Contained within the Mary Potter Nursing Home are 60 beds. These are made up of long-
stay beds, respite care beds and transitional aged care program beds. The long stay and 
respite beds are funded by the Commonwealth Government while the transitional aged care 
beds are funded by and operated on behalf of the Commonwealth and NSW Governments 
through the Murrumbidgee Local Health Network. Mary Potter Nursing Home includes a 10 
bed specialised dementia care unit. 
 
The respite beds are designed to provide primary carers of a person with a disability a break 
from care. It is possible for the client to be admitted for up to 63 days per annum. 
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Part One: Admission and Financial Information 
 

General Office Hours 
 
The office is open Monday to Friday from 9 am to 4 pm (except public holidays). 
 

Admission 
 
Following the offer of admission a tour of the Mary Potter Nursing Home can be 
arranged by making an appointment with the Director of Nursing.  
 

An admission pack is given to the resident or their representative for completion prior 

to admission.  The Deputy Director of Nursing will discuss with you to ensure all 

required documentation is completed on the day of admission.  We request that a 

relative or friend accompanies the resident on the day of admission into our facility.  

This provides emotional support during the resident’s settling in process.  The 

representative may also be required to assist in the completion of the admission 

documentation. This enables personal representation, particularly in relation to 

individual likes and dislikes.  If this is not possible we request that someone close to 

the resident visits the facility shortly after her/his admission.   

An orientation is provided to each new resident and their family to assist them in 

adjusting to their new living environment. 

Next-of-Kin 
 
Details of a Residents next-of-kin, power of attorney or a close relative or friend should 
be notified to the office prior to or at the time of admission. 
 
Any changes must be notified promptly to the Registered Nurse, in case of emergency. 
 
Any time the next-of-kin will not be available, the name, address and contact telephone 
number of another close relative or friend can be given to the Registered Nurse. 

 

Fees and Charges 
 
Nursing Home fees are set by the Commonwealth Department of Social Services. The 
fee paid depends on the resident’s classification, pension status and level of assets and 
income.  Current rates can be obtained by contacting the Administration Department. 
The “My Aged Care” website has an estimator tool, which is useful.     
Website: wwwmyagedcare.gov.au/fee-estimator/residential-care 
 
The Forrest Centre plays no part in the assessment of assets & fees. Centrelink or the 
Department of Veterans Affairs (DVA) conducts the income assessments. They will  
advise the Department of Social services of the outcome, who will then advise The 
Forrest Centre of the amount chargeable. Social Services will also advise the 
resident/representative of their fee determination.  
The fees that can be payable depending on this determination: 
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 Basic care fee 
 Means tested fee (asset/income) 
 Daily accommodation payment /contribution and/or refundable 

accommodation payment/contribution 
In addition to the daily fee, an accommodation charge and /or income testing fee may be 
payable. Eligibility to pay is based on the net value of the resident’s assets. For this 
purpose a Request for Assets assessment must be completed. 

 

 

Pensions 
 
Although residents are encouraged to maintain control of their own financial affairs, if 
any resident so desires, arrangements can be made to have pensions paid directly to 
The Forrest Centre/Mary Potter Nursing Home on behalf of residents.  Subject to 
suitable authority such pension payments can be applied directly towards the settlement 
of residents account for accommodation fees.  With the remainder being held in trust 
and available to the resident as and when required. 
 
Any resident, relative or friend requesting such arrangements should make contact with 
the Chief Financial Officer. 

 

Accounts 
 
Fees are payable fortnightly. Accounts will be posted out fortnightly. Payment is by 
Direct Debit. 

 

Resident Agreement 
 
All residents are given a ‘Resident Agreement’. It covers such things as the amount you 
will pay, the rights and responsibilities etc.  The law allows you or someone you have 
nominated to sign the agreement for you.  If you have any concerns we suggest you 
gain advice prior to signing the agreement. 

 

Residents’ Rights 
 
Nursing Homes and Hostels are called residential aged care services. All residents are 
protected by the Aged Care Act 1997, which recognises the Charter of Residents’ Rights 
and Responsibilities which states that a person’s rights are not diminished when he/she 
moves in to a residential aged care service. 
 
A copy of the Charter of Residential Rights and Responsibilities is supplied in this 
Handbook and also displayed in the Resident’s Dining Room. 
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Security of Tenure 

 
It is expected that once admitted, residents will remain at the Mary Potter Nursing Home 
for as long as they require care and services - long term or short term care.  In the 
normal course of events, residents will be discharged when their condition warrants it or 
if they (or where applicable, their personal representatives,) want a transfer to another 
facility. 

 
However, residents and their relatives will be fully consulted if an occasion does arise 
when it is thought the resident should be moved to another facility, possibly because of 
continuing psychological behavioural problems or because it is thought such a move 
would enable the resident to enjoy a better quality of life. 
 
In such situations, the Mary Potter Nursing Home will do all it can to help residents 
and/or their personal representatives arrange alternative accommodation before the 
resident leaves. 
 
It may be necessary for behavioural or health reasons to move a resident to another bed 
or section of the Nursing Home.  However, residents and/or their representative will be 
consulted in advance if such a move is considered necessary for any reason. 
 
It should be understood that Management reserves the right to ask any resident who 
has not paid his/her accommodation fees or other accounts within a reasonable time to 
find alternative accommodation. 
 

Privacy 

 
On admission and from time to time you may be required to provide information for 
administration or health purposes. The Forrest Centre ensures that information is 
managed for accuracy, security, access and disposal in accordance with the Privacy 
Acts. If you wish to view our Policy on Privacy please contact the Chief Executive Officer 
or the Director of Nursing. 
 

Visiting Hours 

 
These are flexible - normally between 9:00 am and 7:00pm is the time most suitable to 
residents.  However, visits outside these hours are acceptable, particularly if the resident 
is unwell. 
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Part Two: Accommodation, Nursing and Medical Care 
 
The Mary Potter Nursing Home provides care for persons, generally over sixty five, who 
require all levels of nursing care. Accommodation is provided in single rooms with 
shared ensuites. There are various lounge and dining areas. There are separate areas 
for physiotherapy, activities, hairdressing and a chapel.  
 
Most rooms look out on to gardens or courtyards. We are fortunate to have the Calvary 
Hospital gardens on our northern side where a lovely adjoining courtyard has been 
established.  A grassed Courtyard is located off the East Wing. A secure garden has 
been built as part of Shalom Place. 
 
Available beds are allocated on a needs basis.  If there is any problem with a particular 
bed allocation, please feel free to discuss the matter with the Director of Nursing who 
will attempt to achieve a mutually satisfactory solution.  However, it must be understood 
that a change of accommodation will involve other residents and, hence their agreement 
is necessary. 
 

Individual Care Plan 

 
Each resident will receive appropriate care and treatment. On admission staff will ask 
you for information on your health history and back ground. You will also be interviewed 
by our Pastoral Care staff to provide information on your lifestyle and social history. This 
information will assist us in providing you with the best care possible.  
 
During the admission, the staff will thoroughly assess your care needs so as to be able 
to develop a comprehensive Care Plan. The Care Plan will be regularly reviewed and 
evaluated by staff, with input from you or your representative, to ensure the care 
remains relevant to your care needs. Confidentiality is maintained at all times. 
Assessment covers all areas of a person’s physical, social, psychological and spiritual 
needs. 
 

Nursing 

 
The Mary Potter Nursing Home is divided into two Wings, East and West. Each Wing 
has a Registered Nurse in charge of Enrolled Nurses and Assistants in Nursing who 
care for the resident. Shalom Place ( part of West Wing) caters to those in need of 
specialized dementia care. 
Our nursing staff are a dedicated team providing professional, compassionate and 
cheerful care. 
Staff wear identification name badges and role they perform is indicated by the uniform. 
Assistants in Nursing wear a blue or blue and white stripe shirt. Enrolled Nurses wear 
green striped shirts. Registered Nurses wear green shirts. 
Issues and or concerns can be  raised with the Registered Nurse ( RN) at any time. 
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Director of Nursing/ Deputy Director of Nursing. 
 
The Director of Nursing ( DON) and the Deputy Director of Nursing (DDON) are 
generally available from Monday to Friday between 9.00 am to 4.30 pm.  The DDON is 
available to discuss matters of resident nursing and personal care. If required further 
assistance may be required from the DON. 
 It is suggested that relatives who want to discuss any issue contact the Director of 
Nursing  or Deputy Director of Nursing , they will be only too happy to listen, and if 
appropriate arrange a mutually convenient appointment. 
 

Healthcare Practitioners 

 
Resident’s may choose their own doctor to visit them at the facility. All  Doctors must be 
able to provide 24 hour care. This can be by using the Our of Hours Doctor service.  

   
The resident's doctor will call regularly to review his/her medical care - including 
treatment and medication.  The resident and his/her representative, where appropriate, 
will be included in discussions concerning care.  A resident (or representative) should 
feel free to contact his/her Doctor directly - or alternatively this can be done by the staff 
of the Mary Potter Nursing Home.  Should a relative feel a Resident requires seeing 
his/her Doctor apart from the routine visits, it is suggested that this be mentioned to the 
Registered Nurse. 

 

Medication 

 
The Forrest Centre: Mary Potter Nursing Home has an arrangement with a Pharmacy to 
provide a service with medications. These are provided in a special Webster System for 
safety and convenience. Any enquiries relating to these arrangements can be 
addressed to the Deputy Director of Nursing or Registered Nurse on duty. 
 
Medication costs are the responsibility of the resident directly to the pharmacist. 
 
Whilst being cared for in Mary Potter Nursing Home, it is necessary that nursing staff 
manage and administer all the residents' medication. 
 

Medical Supplies 

 
Continence aids, bandages and many types of dressings are provided by the nursing 
home. Prescription items or special dressings ordered by the medical practitioner will be 
charged directly to you by the pharmacist. 

 

Palliative Care 

Palliative care as a speciality continues to evolve in the age care setting and this has 
resulted in people with life limiting illnesses living in an environment that is supportive 
and caring until they die. Mary Potter Nursing Home promotes and strives to improve the 
delivery of Palliative care with in the facility. There is widespread recognition that the 
benefits of palliative care are not limited to the final days and weeks before dying. Mary 
Potter Nursing home provides a palliative approach which can help reduces the 
suffering of the resident and encompasses a positive and open attitude towards living. 
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The relatives of the dying Resident are of special concern and are given support. 
Arrangements can be made for a relative to stay overnight both in the room of their 
loved one, or in a suite we have set up, in privacy and comport 

 

Funeral Arrangements 

 
To assist families and reduce stress in times of bereavement, it is suggested at the time 
of admission, that relatives might make known to the Deputy Director of Nursing or the 
Registered Nurse the preferred burial/cremation details of a Resident as well as the 
name of the preferred funeral director. 
 

Hospital and Social Leave 

 
Two types of leave are available to residents.  They are hospital leave and social leave. 
 Leave only applies to permanent nursing home residents; it is not available to Respite 
clients at The Forrest Centre. 
 
A permanent resident can take up to 52 days of social leave in a financial year to be 
used for any purpose.  Commonwealth subsidies and the usual resident fees will 
continue to be payable during this time. 
 
A resident can take unlimited days of leave for the purpose of receiving hospital 
treatment without affecting the number of days allowable for social leave. 
Commonwealth subsidies and the usual resident fees will continue to be payable during 
this time. 
 
Leave arrangements must be made with the Deputy Director of Nursing. 
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Part Three: Services Available within the Nursing Home 

and Visiting Services 
 
 
The Philosophy of The Forrest Centre is to provide as homelike an environment as 
possible and to maintain the resident’s independence, mobility and dexterity as far as 
possible. 
 
Our care is achieved with a multi disciplinary approach, including many services in the 
provision of quality, appropriate care. 
 
Assistance may be in the provision of assessment, planning and implementation of 
programs to maintain functions. Standard wheelchairs and other standard walking aids 
are supplied by The Forrest Centre. Should a resident require a more specialised item 
of equipment it must be purchased by the resident. (We will assist in the choice if 
necessary ) 
 

The Following Services Are Available to All Residents. 

 

Lifestyle Program 

 
The Mary Potter Nursing Home employs a Recreational Officer who conducts and co-
ordinates a variety of activities which are intended to help the resident remain as 
physically and mentally active as possible. 
 
Residents on admission are encouraged to pursue existing interests, acquire new ones, 
if they wish, and to choose to participate in various activities.  The resident’s choice not 
to participate will be respected. 
 
Information about forthcoming events will be posted on the notice board, and where 
possible we welcome relatives and friends to help with social activities and outings as 
such activities are important to the physical and psychological well-being of the resident. 
 

Please discuss with staff any cultural or religious requirements that you may have.  
We are happy to cater for all needs. 

 

Physiotherapy 

 
A consultant Physiotherapist is available to assess and plan Physiotherapy 
requirements for residents of Mary Potter Nursing Home.  A Physiotherapy Aide carries 
out the Physiotherapy Plan as part of the daily routine for residents. Referral to the 
Physiotherapist is completed by the Registered Nurse and/or Physiotherapy Aide. 
 

The service may include individual sessions, group therapy and exercise 
programs. Mary Potter Nursing Home will provide physiotherapy services 
designed to optimise the resident level of independence in activities of daily living. 
However intensive long-term rehabilitation services are excluded. 
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Podiatry 

 
The services of a Podiatrist and/or Foot care trained staff are available on a regular 
basis.  This service is regarded as part of the resident's health care and therefore is at 
no additional cost. 
 

Speech Therapy 

 
Following referral from the resident’s Doctor. Where necessary due to speech or 
swallowing problems, the Speech Therapist will assess and implement a plan to assist 
the care of residents.  
 

Hairdressing 
 
Regular hairdressing facilities are available weekly.  Arrangements can be made through 
the Registered Nurse.  The hairdresser providing this service does so at a reduced cost 
to residents. It is suggested that monies for hairdressing be left at the reception office. 

 

Dentist 
 
Access to the provider of your choice is available.  Again any request for such 
appointments should be directed to the Registered Nurse. The residents family is 
responsible for making appointments and transporting the resident to the service.  

 

Optometrist 
 
There is an Optometrist who will visit the nursing home. Staff will make contact if you 
wish. If family wish to access other optometrists, and they do not visit the nursing home, 
it is expected that transport will be arranged by a family member. 

 

Library 

 
Library print and talking books are available for use by residents. Requests are to be 
directed to the Recreational Officer. 

 

Complementary Therapies 

 
If residents wish to access complimentary therapies, it is to be at their own cost. Staff 
will assist with appointments, but families will need to provide transport if necessary. It is 
suggested that you also consult with your Doctor. 
 

Escort/Accompany to appointments. 

 
All external appointments require the resident to be escorted. Usually this is family. If 
unable to do this then a staff member can be arranged. The cost is charged to residents 
account. The cost can vary according to applicable staff member’s hourly rate, 
associated costs and GST. (Reviewed 13/10/2016) 
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PART FOUR: PASTORAL CARE, WORSHIP AND SERVICES 
 
 
The Vision and Mission of The Forrest Centre acknowledges our ecumenical Christian 
community, and the value we place on the healing ministry of Jesus Christ. 
  

Chaplain and Pastoral Care 

 
Moving into an aged care facility may create feelings of anxiety, distress, loneliness and 
grief for both the newly admitted resident and the family. We acknowledge that moving 
to residential care may be the most difficult decision you have ever been required to 
make. 
 
Our Pastoral Care staff may be able to assist you to adjust to this change, by listening to 
your concerns and anxieties.   
 
We are fortunate at The Forrest Centre to have both a Pastoral Care Worker and 
Chaplains who participate extensively in the care of our residents and families: 

 The Anglican Chaplain  

 The Catholic Chaplain  

 The Pastoral Care Sister. 

 Ministers of all denominations are welcome to attend the Centre.  Your wishes 
will be respected. 

 

Church Services and Worship 

 
We have a lovely Chapel which is open to anyone who may wish to visit to worship, or 
quietly pray. Residents are free to visit the Chapel when they so desire. 
 
Services of Worship are conducted each week. Family and visitors are welcome: 
 

Anglican: Communion 11.00 am each Friday. 

 

Catholic:      Mass 11.00 am each Thursday. 
Sacrament of the sick after Mass - 1st Thursday of each month. 

 
Spiritual support is often provided through the reading of scriptures, prayers and sharing 
either in the Chapel or by the bedside. 
 
The Forrest Centre welcomes residents from any cultural or religious background and as 
far as reasonably possible, will meet all cultural/religious needs or preferences if they 
are made known. 
 
Special services are held for several significant dates. These are advised on the notice 
boards, and in invitations. 
 
Memorial Services are held twice each year. Families who have lost loved ones 
during the year will be invited to attend.
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Part Five: Living in the Mary Potter Nursing Home 
 
 

The Living Environment 

 

Your room: Our aim, at Mary Potter Nursing Home is to make this your home and to 

recognize the rights of each resident to privacy, dignity and confidentiality.  
Unfortunately space is limited, but every attempt is made to allow the displaying of 
personal items such as photos.  
Any furniture that you want to bring in needs to be first assessed by the Director of 
Nursing. 
 
We accept that normal wear and tear occurs and we take the responsibility of 
maintaining the facility for the benefit of all residents. However, damage to rooms and 
communal areas by visitors and residents or by their belongings or equipment which is 
not wear and tear is the responsibility of the resident. All repairs will be carried out and 
cost entered to monthly account. 
 
Electric scooters are not permitted. 
 
Electric wheelchairs are assessed on an individual basis. 
 
 

Communal areas: The lounge area, alcoves and garden spaces may be used for 

residents and families to meet.  
 

The family room and Kitchenette: can be used any time for visitors and residents 

to share a cup of tea/ coffee. 
 

Security 

 
The Forrest Centre and in particular the Mary Potter Nursing Home is staffed around the 
clock and the premises patrolled by a security service. 
 
The front entrance and West Wing outside doors are locked at 7:00 pm.  Entry and exit 
after 7:00 pm is through the East Wing, Campbell Entrance in Lewisham Avenue.  
 

Housekeeping 

 
Our committed housekeeping staff ensures a clean, hygienic environment for everyone. 
There is cleaning schedule. Some items are completed daily. Rooms are detailed 
weekly. 
 

Maintenance 

 
A comprehensive maintenance program ensures all facility equipment is in good working 
order. Please report to the Registered Nurse if anything requires attention. 
Residents are responsible for their own equipment. 
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Heating and Cooling 

 
The Centre is equipped with an excellent air conditioning system which provides 
adequate heating and cooling in all areas in a climate controlled environment. It is not 
individually adjustable 
 
 

Catering and Dietary Requirements 

Meals are cooked in our own kitchen and designed to cater for a variety of nutritional 
needs. 
On admission the resident will be consulted as to preferences and likes and dislikes  

 
Current menus are displayed on the notice board in the Main Dining Room.  These 
menus are reviewed regularly to ensure high quality, nutritional food for residents 
with appropriate emphasis on seasonal fruit and vegetables.  Nevertheless, residents 
are encouraged to suggest changes to the menus at any time.  They should also 
make known any personal, cultural or religious preferences as all reasonable efforts 
will be made to see that dietary preferences are met. 
 
Although we endeavour to offer a reasonable choice of meals as a matter of course, 
it is not possible to cater for everyone's personal preferences.  However, if a resident 
does not like a particular meal her/she should inform the staff so other arrangements 
can be made. There is an ice machine in the kitchenette if ice water is desired. 
Menus and suggested changes to menus etc. can be raised at the Residents and 
Relatives/Friends meetings or by completing the Feedback Form provided by the 
catering staff. 
 

Meals 

Residents, are encouraged to eat in the dining room at lunch and dinner time. Breakfast 
is served in either the bedroom or lounge dining room areas. 
 
For a small charge, a relative or carer is able to join the resident for a meal. Please 
place a request before 10.00 am.  
Meals are served at the following times: 
 

Breakfast  From 8.00 am 
Morning Tea  Around 9.30 am 
Lunch           12.00 noon 
Afternoon Tea Around 2.00 pm 
Dinner   5.00 pm 
Supper  6.30 -7.15 pm 

 

Food Safety 

The Forrest Centre complies with food safety legislation.  Access to the kitchen is not 
allowed to anyone other than authorised members of staff. 
A fridge and microwave are located between East and West Wing for residents and 
families to use. All food and drink to be labelled with residents name and date. Any 
opened item to be in a container. Food and drink  unlabelled or opened is discarded 
within 24 hours 
 
There is a snack food and soft drink vending machine located in the West Wing.
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Alcohol 
 
Subject to the direction of a resident's Doctor, alcohol may be brought into the Nursing 
Home for use by a resident. 
 
However, the Deputy Director of Nursing or Registered Nurse should be advised 
beforehand. In the interest of resident convenience, it is suggested that the staff store 
and supervise its use. 
 
At special functions and “Happy Hours”, drinks are arranged for residents. 
 

Celebrations and Birthdays 
 
Recognition is given to birthdays and special events.  The Recreational Officer will be 
pleased to discuss arrangements for birthdays and special celebrations. However we do 
not have any rooms for large functions and we ask that you are mindful of the other 
residents. 

 

Happy Hour 
 
At times we have a ‘Happy Hour’. We are fortunate to have some wonderful volunteers 
who provide entertainment. Light alcohol is served with hors-d’oeuvres. 

 

Christmas 
 
Christmas is a very special time at The Forrest Centre. There is always a joyous feeling 
as we celebrate with many special events in the lead up to Christmas Day. Families are 
encouraged to take loved ones out if possible. If not, a special luncheon is organised for 
the residents staying in, and a limited number of family are able to join us, for a small 
charge. The details will be displayed on the Bulletin Board. 

 

Newspapers and Magazines 
 
Daily newspapers and magazines can be ordered for delivery to residents by a local 
Newsagent.  Orders can be left at the Reception Office or given to the Recreational 
Officer. Newspapers or magazines cost is to the resident. 
 

Noise 

 
For the comfort of all residents, the volume from sound equipment including radio and 
television should be at a level so as not to disturb others. 
 
It is suggested that earphones be used in those areas where discomfort may be caused 
to other residents. 

 

Smoking 
 

The Forrest Centre is a “Smoke-free Health Facility” and as such smoking is not 
permitted inside the premises. 
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Designated outside areas are available for smoking by residents, and staff. Visitor 
smoking is discouraged. 
 
For safety reasons the Registered Nurse is to retain matches and lighters of residents 
and supply as needed under supervision. 
 

Telephones 

 
The direct dial and after hours telephone number are: 

 East Wing - 6932 3033 

 West Wing - 6932 3062 

 Shalom Place - 6932 3086   

 
Due to the size, nature and construction of the Nursing Home, walkabout phones are 
not available for use.  However, if you wish to speak to your loved one, you can ring 
through to the nurse’s station and set a prearranged time to have your relative taken to 
the nurse’s station to take the call.  There is also a pay phone for residents/visitors 
convenience to make calls as they wish.  The pay phone is situated at the front entrance 
to the Centre. 
 
All resident’s rooms in the facility have been wired to allow for their own telephone 
service and account.  For further information on this service please contact the 
Administration staff at the reception office. The resident pays the Telstra connection fee 
and an internal line connection fee and ongoing account. 
  

Staff Training 

 
All staff are required to be trained in Fire Safety and Manual Handling. Training on many 
other topics occurs every month for example: Infection Control and Chemical Handling. 

 

Fire and Safety Considerations 

 
There are Emergency Evacuation Plans located at several areas, near nurses station, 
Deputy Director of Nursing’s office, staff rooms, and main entrance. Please take note of 
these, and the Assembly Points.  

 
Fire drill will be explained to residents at their Resident/Relative Meetings. In the event 
of a fire drill there will be a warning over the loud speaker. At other times the alarm may 
go off with a false alarm. The bell alarm is very loud. When the alarm is activated, until 
notified, please remain where you are.  It is our responsibility to contact families when 
an evacuation is required. 

 
Staff and Management undertake environmental checks to ensure there are no areas of 
concerns. Hazard Forms are completed for areas of concern. If, at any time, you identify 
a issue we would appreciate your bringing the matter to our notice. 
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Part Six: Personal Belongings 
 

 

Clothing / Laundry 

 
Residents, whose condition permits, are encouraged to choose and dress from their 
own wardrobe.  It is suggested that at all times they have adequate supplies of clothing. 
A list of suggested clothing can be found at the back of this book. 
 
As laundry is arranged by the Centre, all clothing must be marked with name labels and 
be of a material suitable for laundering. No responsibility can be taken for lost garments 
Woollens to be laundered by family or dry cleaned ( at residents cost). 
 
It is suggested at change of season, that clothing not required for seasonal wear be 
stored by relatives/friends.  This then helps in wardrobe space availability. 

 

Lost clothing/ unlabelled clothing is held for three months and then clothing 

which is still unclaimed is donated to charity. If you bring in or get some new clothes 
please put the clothing in a plastic bag with resident name on bag and give the bag to 
the registered Nurse who will arrange housekeeping staff to label. 

 

Name Labels 

 
The Forrest Centre provides a clothing labelling service, which requires you to purchase 
the labels and then the staff will adhere the labels to the clothing, (see the Receptionist 
to place your order and pay for this service).   
 

Mending 

 
We would request that families regularly check their loved ones clothing. If staff notices 
a need for mending or renewal of clothing, they will notify the family. 
 
 

Personal Requisites 

 
Standard toiletries and personal care supplies (other than medications), are supplied by 
the Nursing Home.  However, Residents are invited to provide their own requisites if 
they have personal preferences. Due to Infection Control Standards, we require that 

each resident has his/her own nail kit and electric shaver.   

 

Lost / Damaged Equipment and Clothing 

 
If an article of clothing goes missing please notify the Registered Nurse in charge. Every 
effort is taken to find the missing article. However, we can not take responsibility for 
missing items, or damage to clothing that is not machine washable. 
Please make sure that dentures, glasses and hearing aids are marked with the residents 
name.
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Valuables 

 
Residents are requested not to leave valuables, such as jewellery or large sums of 
money in their room. Each bedside locker has a locked drawer where residents can 
secure personal belongings but we suggest residents leave valuables with 
relatives/representative. All care will be taken of belongings, but we cannot accept 
responsibility. 
 
 

Radio and Television 

 
Mary Potter Nursing Home provides radio, CD / DVD player and television in the lounge 
rooms on each Wing. 
 
Personal radios and televisions may be used in Mary Potter Nursing Home provided 
they are fitted with earphones or used at an acceptable noise level. The sizes of 
televisions brought into the facility are to be negotiated with the Director of Nursing. At 
this time it is required that families supply a lead and power board, with a safety switch. 
(See Electrical Equipment) 
 
As a general rule only furniture provided by the Mary Potter Nursing Home is permitted 
due to the available space and our safety standards. 
 
 

Electrical Equipment 
 
Legislation requires that all electrical equipment has been checked for safety standards. 
 
Before any electrical equipment can be brought into the nursing home, evidence that it 
is new (a dated purchase receipt) must be supplied, or it must be tagged as safe to use 
by an electrician. Families are required to have electrical equipment tested and tagged 
prior to bringing items in if it is not new. 
 
Fans, electric blankets, heaters and hot water bottles are not permitted for safety 
reasons. The nursing home has controlled heating and cooling.  
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Part Seven: Support Groups 
 

Your Help is Valued 

 
We know that many family members provided excellent care for their relatives before 
they came to The Forrest Centre: Mary Potter Nursing Home and we welcome your 
ongoing involvement.  However, the resident’s care is carefully planned and delivered by 
skilled staff and needs such as eating, drinking or moving about can change. Therefore, 
to ensure the resident and your safety, it is very important that you discuss the way you 
want to help with the Registered Nurse. 
 

Helping Other Residents 

 
Some families and visitors like to help other than their own relatives, sometimes with 
meals etc. We appreciate this help but would request that you enquire first from the 
Registered Nurse to be sure this is safe. 

 

Residents and Relatives Meetings 

 
Residents and Relatives meetings  are held with the intention of providing an opportunity 
for these groups to take an active interest in aspects of the care and life of residents in 
the Nursing Home. A reminder notice will be placed on the Bulletin Board. We value 
your input.  

 

 

The Potter Post 
 
This is a newsletter published to provide information to residents and families, keeping 
you up to date on what is happening at Mary Potter Nursing Home.  

 

Volunteers 

 
The Volunteers at the Mary Potter Nursing Home are dedicated caring members of the 
community who perform a valuable support service to residents and staff.  A pamphlet 
on Volunteer Services is available on request. 
 
If you know of any one who would like to assist in the nursing home as a volunteer, 
please get them to contact the Director of Nursing on 6932 3011. 
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Part Eight: General Information 
 

Code of Conduct: 
Our staff must abide by a Code of Conduct. This includes a zero tolerance of abuse or 
offensive behaviour. 
 Any concerns or complaints will be treated confidentially, impartially and promptly. 
Please contact the Director of Nursing. 
 
Visitors and residents are expected to treat the staff with respect. 
Verbal and physical abuse, harassment and discrimination are not tolerated. 

 

 

Staff identification: 
The staff at Mary Potter Nursing Home are identified by their uniform shirts and name 
badges. 
Registered Nurse in charge: green Shirt. 
Enrolled Nurse: white shirt with green stripe 
Care Staff ( Assistant in Nursing); blue shirt/ white shirt with blue stripe 
Lifestyle/ Recreation staff:  
Housekeeping: White shirt with red stripe 
Catering: Black and purple polo 
 

Minimal Lift Policy 
Mary Potter Nursing Home has a minimal lift policy. This does not mean that there is no 
lifting, but rather that manual handling is minimised or eliminated wherever possible. The 
advantages of such an approach include a more sensitive handling of the resident 
reducing the risk of bruising, skin tears and discomfort as well as a safer work place for 
staff. The provision of mechanical and other aids with in the facility plays an important 
role. Staff follow care plans for lifting and transferring residents developed by the 
Physiotherapist and Registered Nurse. Staff will use lifting equipment at any time a 
resident is unable to transfer/ mobilise independently or with prompts. Staff are not 
permitted to physically assist residents in or out of cars. 

 

Visitors 

 
Family and friends are encouraged to come to The Forrest Centre to visit and join in 
events. 
 
Please say hello to the registered Nurse when you arrive and when you leave.  This helps us 
to know who is in the building should there be an emergency.  

Please do not block the front door, this area is for family and visitors picking up or dropping 
off residents and emergency vehicles. 

When leaving the building please check with staff before opening the door for anyone else 
as there are some residents with memory loss who could wander off and are not safe on 
their own. 
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 Please do not visit if you are unwell particularly if you have had vomiting or diarrhoea 
(gastro) or the flu. These diseases can spread quickly and the elderly are at a higher risk of 
becoming very ill and these diseases can be life threatening for the elderly.  Do not visit for 
48 hours after vomiting or diarrhoea has ceased or for 5 days from the onset of flu 
symptoms. 

 

If there is an outbreak of the gastro or flu management and staff will act quickly to stop the 
spread and to protect other residents, staff and visitors. A number of extra precautions will 
be taken such as; increased use of gloves, gowns/aprons and or masks, increased hand 
hygiene, increased cleaning is some areas, collection of specimens, isolating affected 
residents who may be allocated dedicated staff, notifying relatives and friends using signs 
throughout the building, restricting activities and visitors if necessary.    

 

Such outbreaks must be reported to the Communicable Disease Prevention and Control 
Unit who will monitor the outbreak and provide advice about managing the outbreak as 
required.   

 

Please talk the Registered Nurse/Deputy Director of Nursing  if you have  any questions 
related to visiting when you or a family member or friend is unwell or if there is an outbreak.  

 

Outings 

 
Relatives and friends are encouraged to arrange outings for residents as often as they 
wish . 
 
Relatives and friends are asked to advise the Registered Nurse on duty when taking a 
resident out so that a record of movement is on hand. There is a register at each Nurses 
Station that is to be completed when taking a resident out of the facility. If the resident is 
staying out overnight, arrangements should be made with the Director of Nursing. 
 
Sun Protection 

Residents are encouraged to wear wide brimmed hats, long sleeves and sunscreen 15+ in 
the summer months. 

 

Outings Arranged by the Nursing Home 

 
Throughout the year, the Recreational Officer arranges outings for the residents.  As 
some of these outings are at a cost to the resident, it is suggested that 
residents/relatives might consider leaving sufficient monies ($20.00 at anytime is the 
suggested amount) with the Reception Office to cover such personal expenses.  An 
itemized account and balance is kept of all monies. 
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Transport 
 
Disabled Taxis are available to transport residents to outings. Please see the Activities 
Officer to see if you are eligible for Taxi Vouchers. Unless a resident is mentally alert 
they are not to go out unattended. Please notify staff when a resident is going out, and 
ensure details are entered into the leave register at the Nurses station. 
 

Pets 

 
Residents are able to have visits from their family pet provided the pet is restrained at all 
times. 

 

Voting At General Elections 

 
Arrangements will be made to assist residents who wish to exercise their rights in 
Commonwealth, State and Local Government elections. 

 

Gifts to Members of Staff 
 
Whilst The Forrest Centre acknowledges that residents and families appreciate the care 
provided by staff, and may like to give a gift as thanks, it is the Policy of the facility that 
no staff member directly or indirectly solicits or accepts money or significant gifts. 
 
 
It is permissible, however, for staff to accept gifts of chocolates, sweets, flowers. These 
gifts are generally shared between staff. 

 

Independence, Choice and Decision Making 

 
As far as practicable, staff will assist the individual resident maintain their independence 
and freedom of choice, in relation to cognitive and physical abilities. 

 

Restraints 

 
To ensure the safety of individual residents and safeguard the rights of others in the 
Nursing Home it is sometimes necessary for some residents to be restrained.  This is 

only done after consultation with the resident, the resident's Medical Practitioner and/or 
the resident's representative and the registered Nursing staff. 
 
The use of a restraint on a resident is closely monitored and reviewed frequently to 
ensure he/she is not unduly discomforted and is still in need of restraint. 
Mary Potter Nursing Home strives for a restraint free environment. When a resident 
enters the facility their level of risk will be assessed and appropriate interventions put in 
place to reduce risk. Families sometimes request restraint ( bed rails, seat belts ) to 
avoid falls. However our duty of care is to minimise the risk by seeking out alternatives 
to restraint where ever possible. It is also the right of the resident to make choices, take 
risks and to maintain independence. 
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Compliments, Comments and Complaints 

Management and staff are committed to providing the best care and service to the residents. 

To assist us to ensure our systems are working well residents and visitors are encouraged to 

complete a Compliments, Comments and Complaints forms when they identify an area in 

which we can improve. The forms are available on the information stand in the main dining 

room.  Completed Forms can be posted to the Director of Nursing ,  placed in the envelope 

provided and handed to the Registered Nurse ( who will pass it on to the Management) or 

placed in the suggestion box located at reception. 

 
Compliments, Comments and Complaints forms are available at the Nurses Station in 
each Wing, in dining room and at the Front Desk. Please feel free to complete them, 
offering suggestions on how we can provide even better care.  
 
Staff of The Forrest Centre strives to ensure the best quality care to our residents, but 
we also acknowledge that there are also better ways to do it at times. This is called 
continuous improvement and we actively look for ideas and suggestions. Our Quality 
Assurance Coordinator is able to follow up on this information and improvements may 
be put in place. Feedback will be taken to Resident/Relative Meetings.  
 

The Forrest Centre’s Quality System 

 
The Board, Management and Staff of The Forrest Centre actively strive to achieve a 
system of continuous improvement.  It is important to us that we provide quality care in a 
professional and caring way, by ensuring that all practices are up to date and using best 
practice guidelines. 
 
Our Quality Assurance Coordinator ensures that audits and surveys are addressed to 
provide us with information to enable us to identify areas for improvement. We also 
benchmark against other facilities within the organization. 
 

 

Power of Attorney and Guardianship 

 
These are documents that enable a person to make various decisions on behalf of 
another. 
 
If you would like further information please contact your Solicitor. 
 
 

Witness to Legal Documents 

 
As a general rule, staff members are not permitted to witness any legal documents.  As 
a service to residents and family members however, staff in the Administration hold 
appointments as Justices of the Peace and it may be possible for signatures on 
documents, other than those related to estate matters, to be witnessed. 
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Complaints, Comments and Suggestions 

 
Complaints, comments and/or suggestions about care or conditions in the Mary Potter 
Nursing Home are welcome. We also welcome positive feedback. We see this feedback 
as an opportunity to improve our services. As far as practicable your concerns will be 
treated confidentially. 
 
An objective of The Forrest Centre is to ensure that high quality care is provided to 
residents and clients in a professional manner. 
 
The Forrest Centre has a Comments and Complaint Policy, which will be followed when 
a complaint is received. 
 
According to the circumstances or individual preference, complaints, comments or 
suggestions may be initiated by: 
 
(I) personally approaching the Director of Nursing or Chief Executive Officer at a 

mutually convenient private meeting. 
 
(ii) telephone or letter to the Director of Nursing or the Chief Executive Officer. 
 
(iii) at the regular meetings of the Residents and Relatives Committee.  
 
(iv) by completing a Comments and Complaint Form. 
 
by approaching the Registered Nurse in charge. 
 
Should anyone be dissatisfied with the handling of their complaint, a formal approach 
can be made to the Chief Executive Officer and/or the Board of Directors. 
 
If still not satisfied with any decision, complaints can be lodged with either:  

o The Aged Care Complaints Scheme or 
o The Aged Care Commissioner or 
o The Commonwealth Ombudsman 
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Contact Addresses: 
 
Aged Care Complaints Scheme 
Australian Department of Social Services 
GPO Box 9848 
Sydney  NSW 2001 
Telephone:  1800 550 552 
Web: agedcarecomplaints.govspace.gov.au 
 
OR 
 
The Aged Care Commissioner 
Locked Bag 3 
Collins St, East Victoria, 8003. 
Telephone: 1800500294 
Web: agedcarecommissioner.net.au 
 
OR 
 
The Commonwealth Ombudsman 
Telephone    01300362072  
Web: ombudsman.gov.au 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

TFC Resident Handbook                                          Page 29 of 33 

Pathway: QA/Policies                                                                                              Reviewed: 1.7.15 

 
Elder Abuse & Compulsory Reporting   

 
Elder abuse is any act occurring within a relationship where there is an implication of 
trust, which results in harm to the older person.  Elder abuse can include physical, 
verbal, psychological, financial, sexual and social abuse and or neglect1.   
 
Management and staff do not tolerate abuse of any kind to residents and have  
procedures in place to reduce the risk of abuse occurring.  For example; mandatory 
police checks of staff and volunteers prior to employment and then at least 3 yearly,  
staff training related to behaviour management and elder abuse, procedures for 
behaviour management and responsible rostering.     
 
Residents are encouraged to report any concerns they have about their well being or 
safety.  If you experience or observe any form of abuse you are encouraged to discuss 
the issue with the Registered Nurse in Charge.   We treat any concerns related to elder 
abuse very seriously and will follow up any reports of abuse.  
 
Concerns can also be raised with the Aged Care Complaints Investigation Scheme if you do 
not feel comfortable raising a concern with staff or management.                

       Toll free: 1800 550 552 

 
Management shall comply with the requirements of compulsory reporting required by 
Approved Providers of aged care for allegations or suspicions of unlawful sexual contact 
or unreasonable use of force to the local police service and the Department of Health 
and Ageing within 24 hours of the allegation or when a reportable assault is suspected.  
Special circumstances apply when alleged assaults are perpetrated by a resident with 
an assessed cognitive or mental impairment2.  
 

 
1National Healthy Ageing Taskforce, 2001 in Sadler P., Abuse of Older People: Practical Policies or Moral Panic?,  

AAG Abuse of Older People Symposium, Sydney, June 2006.  
2 Department of Health and Ageing, June 2007, Compulsory Reporting Guidelines for Aged Care Providers:  

Identifying, reporting and responding to allegations of assault in residential aged care, Office of Aged Care  

Quality and Compliance.   
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THE FORREST CENTRE 
MARY POTTER NURSING HOME 

 

Suggested Clothing Requirements for Women 
 
 
This is a guide to clothing required. After assessment there will be times when staff will 
suggest clothing that may be more appropriate to the capabilities of the resident.  
 
There is a company that provides specialised clothing, and this pamphlet will be 
provided to you if it is felt more appropriate. 
 
We request that all items of clothing be suitable for machine washing. No responsibility 
can be taken for woollens etc. 
 

 5 outfits suitable for day wear, such as dresses, skirts, slacks, blouses. Track 
suits are a good choice as they wear well. 

 

 3 or 4 cardigans 
 

 warm jacket/coat if required 
 

 2 pairs of shoes with non-slip soles 
 

 5 to 7 socks/stockings 
 

 5 to 7 pairs of underpants 
 

 3 to 4 bras, petticoats and singlets if worn 
 

 1 pair of slippers with non-slip soles 
 

 5 nighties/pyjamas 
 

 1 dressing gown 
 

 bedjacket if worn 
 

 toiletry bag 
 

 sun hat, sunglasses if worn; handbag if desired. 
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THE FORREST CENTRE 
MARY POTTER NURSING HOME 

 

Suggested Clothing Requirements for Men 
 
This is a guide to clothing required. After assessment there will be times when staff will 
suggest clothing that may be more appropriate to the capabilities of the resident. 
 
There is a company that provides specialised clothing, and this pamphlet will be 
provided to you if it is felt more appropriate. 
 
We request that all items of clothing be suitable for machine washing. No responsibility 
can be taken for woollens etc. 
 

 5 outfits suitable for day wear, such as trousers, shirts. Track suits are a good 
choice as they wear well. 

 

 3 or 4 cardigans/jumpers. 
 

 2 pairs of shoes with non-slip soles. 
 

 5 to 7 pairs of socks. 
 

 5 to 7 pairs of underpants. 
 

 3 to 4 singlets, if worn. 
 

 1 pair of slippers with non-slip soles. 
 

 5 pairs of pyjamas. 
 

 1 dressing gown. 
 

 hat, sunglasses if worn. 
 

 toiletry bag. 
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CHARTER OF RESIDENTS’ RIGHTS AND RESPONSIBILITIES 

 
 

Each resident of a residential care service has the RIGHT: 
 

 to full and effective use of his or her personal, civil, legal and consumer rights; 

 to quality care which is appropriate to his or her needs; 

 to full information about his or her own state of health and about available 

treatments; 

 to be treated with dignity and respect, and to live without exploitation, abuse or 

neglect; 

 to live without discrimination or victimisation, and without being obliged to feel 

grateful to those providing his or her care and accommodation; 

 to personal privacy; 

 to live in a safe, secure and homelike environment, and to move freely both 

within and outside the nursing home without undue restriction; 

 to be treated and accepted as an individual and to have his or her individual 

preferences  taken into account and treated with respect; 

 to continue his or her cultural and religious practices and to retain the language 

of his or her choice, without discrimination; 

 to select and maintain social and personal relationships with any other person 

without fear, criticism or restriction; 

 to freedom of speech; 

 to maintain his or her personal independence, which includes a recognition of 

personal responsibility for his or her own actions and choices, even though some 

actions may involve an element of risk which the resident has the right to accept, 

and that should then not be used to prevent or restrict those actions; 

 to maintain control over, and to continue making decisions about, the personal 

aspects of his or her daily life, his or her financial affairs and possessions; 

 to be involved in the activities, associations and friendships of his or her choice, 

both within and outside the residential care service; 

 to have access to services and activities which are available generally in the 

community; 

 to be consulted on, and to choose to have input into, decisions about the living 

arrangements of the residential care service; 
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 to have access to information about his or her rights, care, accommodation, and 

any other information which relates to him or her personally; 

 to complain and to take action to resolve disputes; 

 to have access to advocates and other avenues of redress; and 

 to be free from reprisal, or a well-founded fear of reprisal, in any form for taking 

action to enforce his or her rights.  

 

Each resident of a residential care service has the RESPONSIBILITY: 

 

 to respect the rights and needs of other people within the residential care service, 

and to respect the needs of the residential care service community as a whole; 

 to respect the right of staff and the proprietor to work in an environment which is 

free from harassment; 

 to care for his or her own health and well-being, as far as he or she is capable; 

and 

 to inform his or her medical practitioner, as far as he or she is able, about his or 

her relevant medical history and his or her current state of health. 


