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Key Collection 
Keys will be available for collection from 12 noon onwards on Thursday 1st July 2010. You will need to 
bring at least one form of Identification (i.e. Passport/Driving License). 
 
Keys will only be handed out for properties that have the following from ALL tenants named on the 
tenancy agreement:- 
 
1. Deposit ς Paid in full. 
2. Guarantor Form ς Signed and witnessed. 
3. Proof of Guarantor’s Address ς e.g. Recent utility bill. 
4. Proof of Standing Order/Post Dated Cheques 

 
Please ensure we have all the above before attempting to collect keys. You can keep an eye on the 
progress by logging in to our website:- 

 
http://www.yourstudenthome.com/tenantlogin.php* 

 
*Remember to use the details that were provided at the time you entered your details to our system. 

 
We would also like to make you aware that we can only issue keys directly to tenant named on the tenancy 
agreement. We will not issue you keys on behalf of your housemates, or to friends / relatives collecting keys on 
your behalf. 
 
As there will no doubt be many tenants wanting to collect the keys to their new homes, please expect some 
queuing. You should also be reminded to check the weather forecast and come prepared for wind, rain or shine! 
 
We ask you to appreciate that the previous tenants may have moved out just hours before you move in, so when 
you arrive if your property has not been cleaned to a satisfactory standard, then just complete the cleaning 
request form and rest assured we will send a team of cleaners at the earliest opportunity. 

 

Tenant Inspections 
On collecting your keys you will also receive instructions on how to submit your tenant 
inspections. It is vital that these instructions are followed correctly and within the given 
timescale.   

http://www.yourstudenthome.com/tenantlogin.php


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
5ƻƴΩǘ Ŧŀƭƭ ƻǳǘ ƻǾŜǊ ǎƘŀǊŜŘ ōƛƭƭǎΗ hƴƭȅ Ǉŀȅ ȅƻǳǊ ǎƘŀǊŜΗΗΗ 
 Glide offer a wide range of package deals to make your life easier when it comes to bills... 

Those of you who have shared a property in the past and taken on the task of arranging your 
utilities yourself will know of the hassles involved. Dividing bills, making sure everyone pays 
their share, often being out of pocket because a friend ƛǎ Ψlow on fundsΩΦ 
 
We have teamed up with Glide to help combat these problems. They set up your accounts for 
the energy supplies you wish, these include: 
 
 
 
 
 
You will only receive one bill no matter how many of the above you choose Glide to take care of. Each 
ǘŜƴŀƴǘ ƛǎ ōƛƭƭŜŘ ǎŜǇŀǊŀǘŜƭȅΣ ǎƻ ƛŦ ȅƻǳǊ ƘƻǳǎŜƳŀǘŜ ŘƻŜǎ ƴƻǘ ǇŀȅΣ ǘƘŜǊŜΩǎ ƴƻ ƴŜŜŘ ŦƻǊ ȅƻǳ ǘƻ Ǉŀȅ ǘƘŜƛǊ 

share. 

Interested? All you need to do is come into the office and complete one form. 
 

Going it alone? 
For those of you who wish to arrange the bills between yourselves, we have gathered some 
ǳǎŜŦǳƭ ŎƻƴǘŀŎǘ ƴǳƳōŜǊǎ ŦƻǊ ƭƻŎŀƭ ǎǳǇǇƭƛŜǊǎΦ !ǎ ΨлупрΩ ƴǳƳōŜǊǎ Ŏŀƴ ōŜ Ŏƻǎǘƭȅ ŜƴǎǳǊŜ ȅƻǳ ƘŀǾŜ 
the following to hand before calling: 
 
Meter Serial Number   - Often 16-24 characters long found on the top/front of the meter. 
Meter Reading  - The 8-12 digit number displayed on the front of the meter. 
 
Not all properties have water meters. If you are unsure which category you fall into, please double 
check with Yorkshire Water (see number below).  

 
Useful Contacts 

Transco (Emergency Only)  0800 111 999  Leeds City Council 0113 234 8080 

Yorkshire Electricity (Power Cuts) 0800 375 675  British Gas  0845 606 5100 

NPower Electricity  0845 714 5146 3  Yorkshire Water  0845 124 2424 

Virgin Media   0845 454 0000  Sky   0844 2414141  

NPower Yorkshire   0800 073 3000 / 0800 073 1200 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 
 
 
Although we do all within our power to ensure our properties are of a high standard, from time to time things do go 
wrong. It is important  that you are fully aware of the best ways in which to report this to us. 

 

Day-to-Day Maintenance 
As tenants you do have a responsibility ensure that all light bulbs within the property are in full working order at 
all times. This is for health and safety reasons. If when conducting viewings (or any other type of visit) to your 
property we find light bulbs are not working we will email you a first warning. If this becomes a persistent 
problem you will receive a written request for the light bulbs to be replaced for which a charge of £10.00*will be 
incurred. 
 
The majority of you living in one of our furnished properties will have access to a vacuum cleaner belonging to 
the owner. Should this stop working at any point please remember to check that the bag is emptied. This will in 
most cases solve the problem, if it does not work for you please send an online request and we will arrange for it 
to be repaired/replaced.  

  
For those of you who have a dishwasher in your property please ensure that the rinse aid and salt supplies are 
topped up regularly. LŦ ŀƴ ŜƴƎƛƴŜŜǊ ƛǎ ŎŀƭƭŜŘ ƻǳǘ ǘƻ ŀ ΨŦŀǳƭǘΩ ǘƘŀǘ ǘǊŀƴǎǇƛǊŜǎ ǘƻ ōŜ ŘǳŜ ǘƻ ŜƛǘƘŜǊ ƻŦ ǘƘŜǎŜ ƴƻǘ ōŜƛƴƎ 
present a call-out fee will be incurred. 
 
Likewise, if your washing machine is out of action and awaiting repair/replacement we do have facilities in the 
office which are free to use. 

 

Online Request 
ALL maintenance requests should be logged via our online maintenance request. Simply visit our website at: 

www.yourstudenthome.com 
 Cƻƭƭƻǿ ǘƘŜ ƭƛƴƪ ǘƻ ǘƘŜ ¢Ŝƴŀƴǘ ǎŜŎǘƛƻƴ ŀƴŘ ǘƘŜƴ ΨaŀƛƴǘŜƴŀƴŎŜ wŜǉǳŜǎǘΩΤ ŎƻƳǇƭŜǘŜ ǘƘŜ form and send the request. 

This is then instantly transferred to our system. 
 

Remember, the only information we have regarding the works is what you provide. Give as much detail as 
possible. The more information we have to go on the easier it is to ensure we get the right person to fix it. 

Maintenance requests are checked up to three times a day. We do endeavour to adhere the following timescales: 

Priority one: 
Emergency Repairs: Any repairs required in order to avoid danger to health, risk to the safety and security of 

residents or serious damage to buildings or residents' belongings. Within 24 hours of report of defect. 
For example: A burst water pipe 

Priority Two: 
Urgent Repairs: Repairs to defects which materially affect the comfort or convenience of residents. Within 5 

working days of reporting the defect. 

Priority Three: 
Non - Urgent: Day - to - Day Repairs: Reactive repairs not falling within the above categories. Within 28 days of 

report of defect. 
 

What to do in an Emergency! 

If immediate attention is required then please contact us on the office telephone 
0113 274 2764 

If it is outside office  hours then please call the out of hours line on 
0795 608 8545 

FOR ELECTRICAL BLACKOUTS PLEASE CONTACT YOUR SUPPLIER BEFORE CONTACTING THE OFFICE AS IT MAY BE DUE TO A PROBLEM 
ON THE NATIONAL GRID 

 
 
 

http://www.yourstudenthome.com/


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 
 
Is your house secure? 

Unfortunately we now live in a time where thieves are part of everyday life. With the levels of reported 
burglaries on the rise it is now more important than ever to make the most of the security features available to 
you in your property. 

  
The majority of our properties have two locks fitted to the main entrance. From experience we know that most 
choose to use only one of the locks available. The time it takes to lock the second lock could prevent a burglar 
gaining entry. 

  
We also find that Burglar alarms, where fitted, are very rarely used. If you are the last to leave the house set the 
alarm. If you are unsure of the code, give the office a call and we will be happy to provide this. 
 
Grills are often fitted as an extra means of security although they are not a requirement. They are also useless if 
not used properly. Ensure they are always locked. 

 
Been Broken into? 

If you are unfortunate enough to be the victim of a burglary you must contact West Yorkshire Police 
immediately. ¢ƘŜƴ ŎƻƴǘŀŎǘ ǳǎ ƻƴ ǘƘŜ ǊŜƭŜǾŀƴǘ ƴǳƳōŜǊ όǎŜŜ Ψ²Ƙŀǘ ǘƻ Řƻ ƛƴ ŀƴ 9ƳŜǊƎŜƴŎȅΩύ and we will arrange for 
someone to come and secure the property if necessary. DO NOT TOUCH anything that the intruders have 
interfered with. The Police will attend the property within one hour or so, depending on the time and day etc. 
They will provide you with a CRIME REFERENCE NUMBER, we will require this information for insurance 
purposes. 

 
Insurance 

We highly recommend insuring all your belongings. Some of you may be covered by your parents homes and 
content insurance. For those of you who are not, do not worry. YourStudentHome.com have teamed up with 
Endsleigh Insurance Plc. To find out how you can insure your valuables for as little as £30.00 for the whole year 
give us a call. 
 
Alternatively you can arrange your own cover with an insurer of your choice online. 

 

When the property is left empty. 
When the property is going to be empty for a period of 2 weeks or longer we request notification. We request 
this comes only from the lead tenant in the form of an email.  
 
We are aware the times of year when the properties are more likely to be empty for a prolonged period of time 
are Christmas and Easter. We have devised a checklist of the things we recommend doing before the last person 
leaves to go home/on holiday etc. 
 

  The boiler is put on a timer for one hour per day to prevent the pipes freezing (Winter only) 
  All windows are locked and secured 
  All valuables are removed from view 
  All internal doors are left unlocked (where applicable) 
  All food waste is placed in the outside bins to prevent vermin infestation 
  All locks on the external doors and grills are locked. 

 
We would also recommend having at least one light on a timer switch. These are available from most hardware stores and 

places such as Wilkinsons. 

 
 
 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 
Preventions cheaper than the charge 

 
Rent Chasing 

As stated in the tenancy agreement your rental is due on the 1st of each month. If for 
whatever reason rent payments are late, the property falls into arrears or the bank return any 
payments made charges will be incurred. The amounts for which are all listed in your tenancy 
agreement, however here they are again: 
 

Outstanding Rent Letter      £10.00* 

Refer to Drawer       £15.00* 

Dishonoured Cheque      £35.00* 

Non - Payment of Rent ς Visit      £50.00* 

Other Breech of Tenancy Terms Letter    £10.00* 

 
*All the above amounts are subject to VAT 

 

Mould and Condensation 
We are inundated with reports of black spot mould by tenants each year. The main cause of this is 
poor ventilation. A build of condensation causes damp conditions within the room and in turn the 
mould appears. Hotspots for this kind of mould are: 
 
Around the window  The mould itself will wash away with a damp cloth. The best way to prevent the mould 

returning is to open the window allowing the room to breathe.  
 
The corners Again, the mould will wash away with a damp cloth (take extra care on painted walls). 

Ventilating the room will help in the prevent it from returning. If there is normally a 
piece of furniture in that corner, we would recommend pulling it out slightly if possible 
(again taking extra care). This again will allow the walls to dry out slightly quicker. 

 

Tenant Damage/Cleanliness 
In clause 8(8) of your tenancy agreement ȅƻǳ ŀƎǊŜŜŘ ǘƻ ƪŜŜǇ ǘƘŜ ǇǊƻǇŜǊǘȅ ΨŎƭŜŀƴΣ ǘƛŘȅ ŀƴŘ 
ǳƴŘŀƳŀƎŜŘΩ.  We understand that it is not always easy to keep on top of the cleaning . Devising a rota 
is a great way of tackling this problem; and it ensures everyone plays their part. Properties that are 
clean and well presented tend to be signed for a lot earlier on in the letting period. The quicker we find 
tenants for the new term the less viewings we have to conduct on your properties. Less inconvenience 
all round. 
 
CƻǊ ǘƘƻǎŜ ƻŦ ȅƻǳ ǊŜǎƛŘƛƴƎ ƛƴ ƻǳǊ ŦǳǊƴƛǎƘŜŘ ǇǊƻǇŜǊǘƛŜǎ Ƴŀȅ ǿŜ ǊŜƳƛƴŘ ȅƻǳ ǘƘŀǘ ǘƘŜ ƻǿƴŜǊΩǎ ŦǳǊƴƛǎƘƛƴƎǎ 
need to be taken care of. The kitchen especially; worktops must not be used as bottle openers under 
any circumstances; ovens should be cleaned thoroughly at least every two months; also oven doors are 
not weight bearing and should not be used as shelves. Worktops and ovens are very expensive to 
replace. Any damaged items that are found at the end of the tenancy that are not mentioned on your 
Tenant Inspection Form or Property Inventory Sheet (see Section 1) you may be held responsible for. 
We accept that fair wear and tear is a factor in some cases. 

 
 
 

 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 
 
Section 21 ς Notice of Possession 

By law we are required to give two months notice of the end of your agreement with us. You 
will receive this by April 30th 2011. 

 

Vacating the Property 
We understand moving is a stressful time. We have put together a checklist of the things we 
recommend doing before handing in the final set of keys for your property: 

 
  All personal items are removed 
  All rubbish is removed and placed in the outside bins provided 
  All rooms are cleared of items, cleaned and vacuumed  
  All furniture is placed in the room it was found in at the beginning of the tenancy 
  All windows are secured 
  !ƭƭ ōŜŘǊƻƻƳǎ ŀǊŜ ƛŘŜƴǘƛŦƛŜŘ όǘŜƴŀƴǘΩǎ ƴŀƳŜ ƻƴ ŀ ǇƛŜŎŜ ƻŦ ǇŀǇŜǊ ƻƴ the bed) 
  All final meter readings are taken and provided to the energy suppliers 
  All external doors and grills (where applicable) are locked 

 

Returning Your Keys 
You will receive a moving out pack in May 2011 that will include all you need to return your 
keys. You will also be required to provide a stamped addressed envelope for where you wish 
your deposit return to be sent. We highly recommend handing your keys in directly to 
reception although we are aware this is not always possible. If you do have to send any keys to 
us in the post please ensure they are sent First Class Special Delivery and contain no 
information linking them directly to your property.   
 
All keys must be returned by  12.00 noon on 30th June 2011*.  
*Charges may be incurred for any keys returned after this time. 

 
If you require entry to the property (during office hours only) following the end date of your 
tenancy the standard call out fee of £20.00* will be payable. 

 

Inspections 
When all keys have been returned for your property an End of Tenancy Inspection will take 
place. If there are any damaged items in the property or the property requires cleaning it will 
be noted at this point. Any necessary reparation works will take place following this and if 
need be the cleaners will be instructed to attend. If cleaning is required or the 
reparation/replacements are found to be due to tenant damage as opposed to wear and tear, 
the costs incurred will be debited from your deposit. 
 

 

 
 

 
 

 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 
 
 
Required Documentation 

In order for your deposit return to be processed YourStudentHome.com must be provided 
with proof that there is no money owing for the energy supplied to the property during your 
tenancy. As per Clause 8(2) of your tenancy agreement we need confirmation from the 
suppliers of the following energies: 
 

  Gas 
  Electricity 
  Water 
 

The confirmation can be in the way of a final bill and proof of payment i.e. PayPoint receipt or 
a close of account letter. 
 
Once we have satisfactory proof that the accounts for all three are in the clear we endeavour 
to return the deposit amount due back to yourself within in ten working days. 

 

Delays and how to Avoid them 
 
The most common cause of delays in deposit returns is unpaid rental. Those of you on a Joint 
Tenancy Agreement must ensure that all the rent due from yourself and your housemates is 
paid on time. If one of the tenants named on a Joint Tenancy Agreement does fall into arrears 
this may implicate the other housemates.  
 

How to Raise a Dispute 
If you disagree with the charge(s) deducted please contact the office. You will then be 
allocated a member of staff who will assist you through your dispute(s). For those on Joint 
Tenancy Agreements we request the Lead Tenant to be the main point of contact throughout 
this period. All disputes must be placed in writing and any photographic evidence held by 
you/your housemates must be provided to YourStudentHome.com. YourStudentHome.com 
will happily provide any photographs, documentation or invoices we hold that are relevant to 
you as a tenant. We will then work together to reach a resolution.  
 
 If an amicable agreement cannot be made you will be advised to refer to your Prescribed 
Information. This is the document you signed after making your deposit payment. If you no 
longer have this to hand you can request a second copy. The document details exactly how a 
dispute should be raised using The Dispute Service. This is the Government accredited deposit 
protection scheme that protects your deposit.  
 

 

 
 

 
 

 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 
 
Kitchen 
 DON’T spend a small fortune using the laundrette should your washing machine break. 
  DO feel free to arrange to use the washing machine in the office for FREE!  
 DON’T use the oven door as a shelf when cooking. 
  DO use the worktop, protected by a heat proof mat of course. 

DON’T chop food directly on top of the worktop. 
  DO use a chopping board or worktop protector. 
 DON’T use the worktop to open bottles. 
  DO use a bottle opener or even a tin opener. 
        

Bathroom 

 DON’T allow large quantities of hair to gather in the plughole. 
  DO ensure the plughole is cleared regularly or purchase a plughole cover for as little as 20p. 
 DON’T rely on the extractor to clear the bathroom of condensation 
  DO open the window whenever possible. 

 
Bedroom 
 DON’T leave hot hair irons directly on top of the carpet/laminate flooring. 
  DO use a heat proof mat. 
 DON’T sleep on an uncovered mattress. 
  DO use bed sheets and we recommend mattress protectors too. 
 DON’T fit locks to your bedroom door, these are a health and safety risk. 

DO provide a written request to the office and we will arrange thumb turn locks to be fitted if the  owner 
wishes to allow this. 

 

General 
DON’T place disposable barbeques directly on the grass (if applicable) or too close to the property.  

  DO use bricks or a similar material as a stand to protect . 
 DON’T allow rubbish to build up in the garden area. 
  DO use the bins provided by Leeds City Council. 

DON’T repaint any interior walls or hang any photographs using nails without prior permission. 
DO provide a written request to the office and we will arrange for this to be done should the owner wish 
to allow it. 

 
DON’T be inconsiderate to your neighbours by playing music at high volume at unsociable hours 

DO respect them. If you intend to have a party it is courteous to let them know beforehand  
(you could even invite them!!!) 

 

DON’T ōŜ ŀŦǊŀƛŘ ǘƻ ƎŜǘ ƛƴ ǘƻǳŎƘ ƛŦ ȅƻǳ ƘŀǾŜ ŀƴȅ ǉǳŜǎǘƛƻƴǎ ŀōƻǳǘ ǎƻƳŜǘƘƛƴƎ ǿŜΩǾŜ ƳƛǎǎŜŘΗ 
DO pick up the phone and give us as call on 

0113 274 1764 
or 

Drop us a line at 

general@yourstudenthome.com 
 

If your contact details change, donΩt forget to let us know. 
 

 
 
 

mailto:general@yourstudenthome.com

