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2.06 Where a building is new, or undergoing refurbishment and the building 
programme is running late and where this may result in pre-let rooms not being ready 
for occupancy, the manager informs the future tenant at the earliest possibility of this 
likelihood and its consequences for them. 

2.07 In the event that a room is not ready for occupation on the date that the tenancy 
begins then a suitable alternative room is provided, by the same supplier, in an 
adjacent building or, in any event, in a building within half a mile of the original 
development. 

The replacement facility must provide an equivalent level of services and amenities 
previously contracted for. If an alternative bed is not available on the terms above 
then a hotel room will be secured and any amount paid for rent during the period of 
temporary occupancy will be reftinded to the tenant by the supplier with whom the 
customer signed the tenancy. 

Rent Liability 
Managers will ensure that: 

2.08 Prospective tenants are issued with a clear statement of the rent due to be paid, 
including the dates, amounts and methods of  payments due to be made during the 
contract. 

2.09 Prospective tenants are issued with written receipts for all monies received, 
whether in payment for rent, deposit, utility or service charges. Where any 
transactions are undertaken in cash a written receipt will always be provided by the 
manager. 

Contact Details for Staff 
Managers will ensure that: 

4 M  2. 10 The owner of  the building, their registered office and the name, address and any 
email address of those responsible for the management function of  the building, 
together with a standard notice affirming membership of this Code (supplied at the 
time of  signing) will be clearly displayed on a fixed notice board located either in the 
entrance lobby or a common facility in the development. If there is no main lobby 
then this will be affixed to the wall at the bottom of the main stairwell to the building. 

2.11 The name and contact details of all staff involved in the management of the 
development will be provided to tenants at the commencement of their tenancy, 
including the times that they will be available and specifying their duties. 

State of Repair 
. Managers will ensure that: 

go 2.12 All tenants are provided with an up-to-date inventory of  their room/flat that 
A N  indicates the state of repair of  fixtures and fittings at the time their tenancy 

commenced. 
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3. During the Tenancy 

Ensuring Possession 
Managers will ensure that: 

3.00 Statutory notices requiring possession are served on existing tenants in order to 
mitigate any delay or hardship that may be caused to the manager or incoming 
tenants. 

Access 
Managers will ensure that: 

"a 
to 

3.01 Where access is required for routine inspections, each affected tenant receives 
notification of the date, time and purpose of  the visit not less than 24 hours in 
advance, except in circumstances where issuance of such notice is impractical; and 
that tenant privacy and entitlement to quiet enjoyment is respected. 

3.02 Where a building is under snagging and defects procedures being undertaken by 
the builder and work needs to be carried out on a regular basis tenants are informed of 
this and the timescale for the programme of works, in advance of  those works. Where 
practical, the contractors and their subcontractors will be escorted by a representative 

4 W  of the owner to ensure that access is properly ordered and that work being undertaken 
is not unduly disruptive of occupants. Contractors should not enter without the 

4 4 0  permission of the tenants. 

3.03 Business is pursued in a professional, courteous and diligent manner at all times. 

Fines 
Managers will ensure that: 

go 3.04 Tenants are not subject to an internal fining system within their tenancy 
arrangements. Costs of any damage caused by tenants will be deducted from any 

M W  deposit held or by other means sanctioned by law. 

Repairs and Maintenance 
Managers will ensure that: 

3.05 Tenants are provided with information about how to report any 
repair/maintenance issues and to whom these should be addressed. 

3.06 The development is maintained in a way that complies with all statutory and 
O N  local authority regulations relating to HMOs and/or purpose built developments. 
O N  Codes of Practice for Student Accommodation: Approved Codes under Section 233 of 

the Housing Act 2004 

3.07 Any repair or defect works that are required meet with the following 
performance standards: 
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* Priority One — Emergency Repairs—are completed within 24 hours of a report of 
adefect. These would be any repairs required to avoid a danger to health, a risk to 
the safety of residents or serious damage to buildings or residents belongings; 

* Priority Two — Urgent Repairs—are completed within five working days of  report 
of the defect. These would be any repairs which materially affect the comfort or 
convenience of the residents; 

-, Priority Three — Non-Urgent Repairs—are completed within 28 days of  a report of 
adefect. These would be any repairs not falling within the above categories. 

3.08 Maintenance and servicing programmes, such as gas appliance servicing, 
window and guttering cleaning, exterior and interior painting, are carried out in a 
planned and cyclical manner and with due regard to the convenience of tenants. 

3.09 In a building with more than three floors, notice of external window cleaning and 
painting is given not less that 24 hours before those activities commence. 

3. 10 Where a dispute arises between the manager and tenant/s as to when a repair has 
been reported then the date on which the repair was reported to the manager in writing 
will be the accepted date. 

3.11 Contractors will remove all redundant materials and debris from site on 
completion of works in a reasonable time and will behave in a professional and 
courteous manner at all times. 

Cleaning and Maintenance of Communal Areas 
Managers will ensure that: 

3.12 Full details of  the times for cleaning and maintaining communal areas will be 
provided to tenants in writing or displayed on appropriate notice boards within the 
development. 

Furniture and Storage Space 
Managers will ensure that: 

3.13 All study bedrooms contain a bed, adequate clothes storage space, a desk, chair, 
and curtains which are hung properly. 

3.14 All furnishings and furniture are clean and in reasonable condition at the 
commencement of the tenancy and comply with the relevant fire safety legislative 
requirements relating to furniture and furnishings — Furniture and Furnishings (Fire) 

(Safety) Regulations 1988. 
Kitchen Facilities 
Managers will ensure that: 

3.15 All kitchen facilities are designed and installed having regard to safety. 



3.16 Food storage and preparation facilities comply with levels of provision laid down 
by the Local Authority Environmental Health Department for developments of this 
type. 

3.17 Kitchens contain an adequate number of appropriately positioned plug sockets. 

3.18 Kitchens are sited on the same level as the sleeping accommodation or have an 
adjacent dining or communal space where eating at a table can take place. 

Toilet and Personal Washing Facilities 
Managers will ensure that: 

3.19 An adequate number of suitably located WCs, baths and/or showers are provided 
with a constant supply of hot and cold running water. 

3.20 All WCs situated in tenants' rooms are properly compartmentalised, with 
adequate provision of natural or mechanical ventilation. 

3.21 When a room is described as en suite this means that it has a bath/shower, wash 
basin and toilet which form a self contained amenity for the exclusive use of the 
tenant occupying that room and that this amenity is accessible without recourse to any 
corridor or passageway used by other occupants. 

Laundry Facilities 
Managers will ensure that: 

3.22 Facilities are provided for the washing and drying of clothes 

Mail deliveries 
Managers will ensure that: 

3.24 Tenants are informed of  procedures for the distribution of incoming mail and 
where it can be collected from. Tenants must be able to access their mailbox from a 
secure area, preferably accessible from within the building. 

3.25 Where mail is not delivered through a letterbox into the room or flat of 
occupancy, then mail is delivered in conveniently located, lockable, secure, 
mailboxes. 

3.26 Where the manager of  the building is responsible for the distribution of  mail, this 
is delivered on all normal Monday to Friday working days, not more than 24 hours 
from the time of the mail being delivered at the building. Mail received over public 
holidays and weekends shall be delivered not later than 24 hours after a normal 
working day occurs. The manager is not required to take delivery of  parcels and larger 
items of  mail, but in these circumstances notification that such items can be collected 
from a central depository must be given within the timescale above. Where a manager 
accepts parcels then notification of these items must be given to tenants within the 
timescale above. 
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3.27 Tenants are informed of  any mail forwarding arrangements not less than 14 days 
before the end of  any tenancy. It is not necessary for managers to agree to forward 
mail but this must be made clear to tenants, in advance. Where no forwarding service 
is offered, undelivered mail must be returned to the sender with the notification "gone 
away" on each item. 

4. Health and Safety 
Housing Health and Safety Rating System 
Managers will ensure that: 

4.00 In consultation with the Local Authority, buildings are maintained in compliance 
with the requirements of Part I of  the Housing Act 

Gas Appliances and Supply 
Managers will ensure that: 

4.01 All means of use and supply of mains gas and alterations and repairs to gas 
installations must comply with the current Gas Safety (Installation and Use) 
Regulations. 

4.02 All gas appliances are serviced annually by a Council of  Registered Gas 
Installers (CORGI) engineer and verification of this servicing within the 
development/flat is provided to each tenant. 

4.03 Clear written instructions for the safe use of  all central heating and hot water 
systems are provided to the tenants. 

Electrical Installations and Appliances 
Managers will ensure that: 

4.04 They possess a current Periodic Inspection Report (based on Appendix 6 of BS 
7671) showing that all electrical installations are in satisfactory condition. The 
inspection must be carried out by a competent electrical engineer (preferably National 
Inspection Council for Electrical Installation Contracting or Electrical Contractors 
Association) to show that the installation is safe and satisfactory and had been tested 
within the last 5 years. 
4.05 All repairs and improvements to electrical installations comply with the current 
edition of  the Institute of Electrical Engineers Wiring Regulations and meet with BS 
7671. 

4.06 Reasonable steps are taken to ensure that all electrical appliances provided by 
them are functioning effectively, in accordance with manufacturers' operational 
instructions and in a safe manner. Portable Appliance Testing (PAT) would be one 
satisfactory method of  ensuring this, another would be to install circuit breakers. 
Appliances must be regularly visually inspected for wear and tear by the managers 
and any defects remedied. Tenants are provided with information about how, and to 
whom, any defects should be reported. 



4.07 Instructions for the safe use of all electrical appliances are provided to the 
tenants and isolator switches properly labelled. 

4.08 When a room is described as having central heating, this comprises of a heater 
that can be controlled either within the room or flat, and adjustable by a timer that 
allows control over a minimum 24 hour period. An electric panel heater with an 
on/off or booster switch that allows a preset period of use may be regarded as electric 
heating. 

Energy Efficiency 
Managers will ensure that: 

4.09 The development isprovided with a reasonable level of energy 
efficiency installations. 

4. 10 Tenants are given, on request, advice on how best to heat the accommodation 
and use hot water in an energy efficient way when using the facilities provided. 

Fire Safety 
Managers will ensure that: 

4.11 All developments are provided with properly maintained fire safety installations, 
and instructions on their use, necessary to enable the tenants to safely evacuate the 
building in event of a fire where this is required. These will be provided with fire 
safety measures in accordance with current legislation and may include by way of 
example: 

a fire escape route with a minimum of 30 minutes fire resistance; 
an automatic fire alarm system; 
an emergency lighting system sited to protect the route of escape. 

The design and detail of the measures are determined in accordance with a fire safety 
risk assessment and in consideration of the local authority's HMO standards. 

4.12 Fire alarm and detection systems are maintained in proper working order, 
systems are tested regularly, and an annual inspection and test of  the entire system is 
carried out by a suitably qualified engineer. 

4.13 A log book or certificate is kept containing information on when the testing and 
inspection of the fire alarm system was carried out and by whom. 

4.14 Documentation is available to certify that the fire alarm and emergency lighting 
systems have received annual checks and are in proper working condition. 

4.15 Tenants are provided with clear written guidelines on the fire safety procedures, 
including details of the safety measures installed, why they are there, how they 
operate and what to do in the event of a fire. 

4.16 Notices containing this information is displayed in all rooms and communal 
areas. 


