INFORMATION
FOR RESIDENTS
Brookes Lettings

Welcome to Brookes Lettings
This booklet includes essential information for living in your property.
Please take the time to read this, and get in touch with us at the
Accommodation Bureau if there is anything you would like to know
more about.

THE ACCOMMODATION BUREAU
Office opening times are:
Monday

9am – 4:30pm

Tuesday

9am – 4:30pm

Wednesday

9am – 4:30pm

Thursday

9am – 4:30pm

Friday

9:30am – 4pm

Saturday and Sunday closed
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Telephone

+44 (0) 1865 484660

Email

lettings@brookes.ac.uk

MOVING IN

WHAT TO DO WHEN YOU MOVE IN
1. Check your inventory.
Once you have your keys, we will send you an email about your inventory to your Oxford
Brookes account. Check it against the property for anything that needs to be adjusted,
and return it to the Accommodation Bureau as soon as possible. This is your opportunity
to make sure you don’t get charged when you leave for things already damaged or
missing when you arrive.
2. Report any faults or repairs.
It’s possible some things may have been missed. Please let us know if this is the case.
3. Take meter readings.
Do this as soon as possible. See the Bills section for more information on setting up
utilities.
4. Test the smoke and carbon monoxide detectors.
Pushand hold the test button until it sounds. Let us know if there is any problem.

WHAT TO DO WHEN YOU MOVE IN
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YOUR SAFETY
Gas safety

Discovering a fire

If you smell gas:

Operate an alarm point or
shout to warn housemates

Don’t smoke or use naked flames
Don’t use any electrical appliances

Leave by the nearest exit, do
not collect belongings

Do turn the gas supply off to the house (you will
find a handle next to the gas meter)

Call the Fire Service on 999

Do open doors and windows
Do check you have not left the gas on
Phone National Grid immediately on
0800 111999
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Do not re-enter until the
Fire Service has arrived and
allowed you to do so

Carbon monoxide can be produced by faulty
boilers. You cannot smell carbon monoxide,
so we ensure all properties are fitted with
a detector. It is your responsibility to test it
regularly, and to contact the Accommodation
Bureau if it is faulty. If the detector sounds,
turn off the boiler and ventilate the property
immediately.

Fire safety
 Please do not tamper with any of the fire
equipment provided at your property, it
could save a life.
 You are responsible for checking your
smoke detectors work. If you have a batteryoperated detector, please use the testbutton regularly and ensure you replace
any batteries as needed (the unit will beep
to say the battery is low). Free batteries are
available at the Accommodation Bureau.
Always contact the Accommodation Bureau
if there is any issue with a smoke detector.
Properties with fire alarm panels do not
usually have detectors that need manual
testing.
 Fire doors are extremely effective at
stopping smoke and fire spreading through
a building whilst you escape. Always keep
fire doors closed. Do not prop them open.
 Communal areas are fire escape routes;
please ensure you do not block them in
any way. Any items found to be a potential
hazard may be removed by University staff
without warning.

Fire Prevention
Do not …
 leave cooking unattended

 leave electric devices on when you go out,
especially chargers for phones/ laptops etc.
 obstruct electrical heaters
 put clothes or anything else on or around
the boiler
 use any lighted materials in the property,
such as candles, incense, or cigarettes
 store any flammable materials
 overload electrical sockets.
See here for a user-friendly guide:
www.london-fire.gov.uk/
overloading-electrical-sockets.
asp

Security
Check the Thames Valley Police website for
tips to stay secure in student accommodation.
Suspicious occurrences and crimes should be
reported to the police by dialling 101.

YOUR SAFETY

Carbon monoxide

www.thamesvalley.police.uk/
student-safety

Reportable incidents
If you or anyone else at the property is injured
or has a ‘near miss’ with being injured, please
ensure you report it to us.

Electrical safety
If you have any electrical items from outside the
UK, they may be dangerous to use due to
voltage differences. Check your item to ensure
it is compatible with 220–240v at a frequency
of 50Hz. Ensure correct adapters are used.
If we find any item we consider potentially
dangerous upon inspection, we may disable or
remove it without warning.
5

MAINTAINING YOUR PROPERTY
You are responsible for maintaining your property. Here are some key things to be aware
of. Please ask the Accommodation Bureau if you have any questions.
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Cleaning

Reporting repairs

It is a contractual responsibility to keep your
property reasonably clean and tidy. When
we inspect and find problems, you may get
charged for a professional cleaner.

Check your notice board for details of how
to report repairs. Note that you can be held
liable for damages resulting from unreported
repairs, such as a water leak.

People have different standards of cleaning,
and this can become a cause of dispute among
housemates. The best way to avoid this is
to get together early on to agree a cleaning
standard and a rota.

Drainage
It is your responsibility to make sure that
you do not block toilets and drains with
inappropriate items (ie cooking oil, rice, hair,
sanitary products, face wipes, excessive use of
toilet paper). We may charge you for removing
blockages caused by misuse.

Trip switches
Your property will have a board of electrical
trip switches (circuit breakers). They may trip
because an appliance is faulty or there are too
many appliances being used at the same time.

If a switch keeps tripping but you cannot find
a cause, please report it as a repair.

Condensation and damp
Please see the more in-depth leaflet
on this issue which is provided by the
Accommodation Bureau.
Condensation damp affects over 50% of all
student housing. It promotes mould growth,
causing ill health and property damage. To
reduce condensation damp:
 ventilate the property as much as possible
by opening windows and ensuring
extractor fans are on
 evenly heat the property
 avoid introducing additional moisture as
much as possible (for example, cook with
lids on pans)
 wipe away any condensation and mould
from windows

Limescale
Your property is in a hard water area, and
limescale will build up quickly. This means
you need to regularly clean your toilet, sinks
and bathroom with bleach/ anti-limescale
cleaner. Limescale which has built up is hard
to remove, providing a home for mould and
bacteria which is even harder to get rid of.
Showerheads need to be descaled regularly,
as limescale buildup can potentially present
significant health risks by harbouring
dangerous legionella bacteria.

Burst pipes
If you are going away from the property
during cold weather, for example at Christmas,
you need to leave your heating system at a
low level to prevent the water in the pipes
freezing.

MAINTENANCE

If you reset the switch and it trips again
it is probably due to a faulty appliance or
light. To find the fault you need to unplug
all appliances, reset the tripped switch, and
then turn each light and appliance back on
individually.

Gardening
If you have a garden, you are expected to
keep it tidy. If you have been provided with a
lawnmower, you will be expected to use it to
cut the grass.
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Waste/recycling

Washing machine

Students not properly storing rubbish in their
bins and making a mess cast the University
in a bad light in the community. If necessary,
we may follow up complaints with fines or
charges.

Modern washing machines and detergents
operate at low temperatures. This allows
bacteria, mould and other residues to accrue.
Resulting in smelly clothes, grey whites and
machine damage. To keep the machine
clean, do monthly maintenance washes by
running a wash without clothes at the highest
temperature. You also need to clean the door
seal and powder tray regularly, leaving both
ajar when not in use. Search online for more
details.

Defrost your freezer
Do this regularly, and it won’t take long. Check
online for various methods. If you allow your
freezer to frost up, you may end up breaking
the plastic drawers, which can be expensive to
replace.

Vacuum cleaner
Proper use of a vacuum cleaner involves
changing full bags, cleaning filters and not
vacuuming up anything wet.
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Posters etc.
Many methods of sticking things to walls leave
marks or otherwise cause damage. You may
be charged for redecorating at the end of your
tenancy if this is the case.

TENANCY MATTERS
Inspections

Access to your property

We conduct at least two inspections per year.
We will email you before these are due to take
place. The inspections are to ensure there
are no issues with the property from a health
and safety point of view, but we will also be
checking that you are managing the property
well.

Your tenancy agreement requires us to give
at least 24 hours’ notice of access to your
property, unless it is an emergency. We will
usually do this by email. If you have reported
a repair to us, we will take this as permission
to access.

Unauthorised tenants
You are not permitted to allow anyone else to
live at your property without our permission.
Short stays of up to three days for visitors are
permitted.

Communal living
You are expected to live as a cohesive
household. This means showing respect
for your housemates, doing your fair share
and contributing to any costs. If you are
having problems with housemates, it may
be that we or Wellbeing can help out by
offering mediation or dealing with anti-social
behaviour.

TENANCY MATTERS

Please let us know if there is anything you
would like to bring to our attention during
our visit.
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Moving during the tenancy
term
If you wish to move property, you will remain
liable under the terms of your contract for its
full duration. It may be possible to cancel your
contract in the following circumstances:
 You arrange a swap to another property
managed by OBU
 You cease to be a student of OBU
 Exceptional circumstances are affecting
your ability to remain at the property (such
as disability)

Damages
Damages are the costs incurred by OBU at
the end of your tenancy which are over and
above what are reasonably expected through
age and use (‘wear and tear’). We may charge
you for damages that occur during your
tenancy, including breakages, neglect or lack
of cleaning.
Please check your inventory carefully when
you move in to ensure there is nothing
overlooked for which you might be held
responsible.

Alterations and decorations
These need to be authorised in writing by
the property owner in advance. This includes
painting rooms, putting locks on doors,
putting up shelves, and any other alterations.

Lock outs and lost keys
During office hours, you will be able to visit
the Accommodation Bureau with your ID to
borrow a spare set of keys.
Outside of office hours, the University will not
be able to give you access; you will need to
make alternative arrangements or contact a
locksmith and provide us with copies of any
new keys.

Bills
Ensure you set up utilities accounts in the
names of all housemates wherever possible,
meaning you all have joint liability. There are a
few organisations offering bill sharing services
for students which you may want to check out
online.
It is your responsibility to settle all bills at the
end of your contract. We may pass your details
to utilities companies if you do not.
If you have a key meter, you must ensure that
you clear any emergency credit you may have
used.

Council tax
Your property should be registered as exempt
with the council. If you receive a bill, visit
the council website to complete a student
exemption form..

Insurance liability
Unlike many halls, we do not currently provide
contents insurance. We advise you to check if
you are covered by your parent’s policy or
otherwise organise your own.
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USEFUL CONTACTS

Counselling

In an emergency: Dial 999 for emergency
services: police, fire, ambulance

Counselling is available to all enrolled Brookes
students. You can tell a counsellor about
anything that’s bothering you, however large
or small you think the problem is, and whether
it is related to your studies or your personal
life. The Counselling Service also runs a
number of interesting workshops throughout
the year to support your psychological
wellbeing at university.

In non-emergency situations:
Dial 101 to contact the police
Dial 111 for health advice (or contact your
doctor during working hours)

Brookes Union Advice
Brookes Union Advice provides advice and
assistance on a whole range of issues.
You can talk about:
University advice (eg mitigating
circumstances; appeals; complaints)
Housing advice (eg rent and tenancy
agreements; problems with landlords,
neighbours or fellow tenants; repairs;
recovering your deposit)
Financial advice (eg student finance,
problems with loans or grants; debt and
budgeting worries; banking services and
tax issues)
General advice (eg welfare benefits,
employment problems, consumer issues)

To find out more, visit the Counselling
Service website: www.brookes.ac.uk/
student/services/counselling
To contact the Counselling Service, telephone
(01865) 484650 or email wellbeingrecpt@brookes.ac.uk
If you are worried about a friend you
can find advice on our website: www.
brookes.ac.uk/student/services/
counselling/concerns/friend.html

Wellbeing
Counselling, the Chaplaincy and the Disability
and Dyslexia/SpLD Services are all part of
Wellbeing. To find out more visit: www.
brookes.ac.uk/students/wellbeing

Call in to Brookes Union Advice in the John
Henry Brookes Building, telephone (01865)
484770 or email su.advice@brookes.
ac.uk
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EFM: providing a quality environment and
professional service to support and
facilitate all the activities of the University

