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2011-12
This Licence Agreement is made between:

THE INTERNATIONAL LUTHERAN STUDENT CENTRE (‘we’)

and








 (‘you’)

Licence Commencement Date:

Term of Licence:


to


inclusive
Licence Fee:
£

per month / week / day

(delete as applicable)
Amount of Licence Fee payable in advance:
£
Security Deposit:
£
· You have read the ‘Information for Residents and Terms & Conditions 2011-12’, a copy of which is attached to this Licence.


· You understand the terms of the Licence and agree to observe them.


· You understand that we may terminate this Licence Agreement with you if you fail to observe the terms of this Licence and that any person sharing with you will also be required to leave (see section on ‘Early Termination’ on page 7).


· You understand that we will allocate you a [single / twin] room and we are entitled to move you to another room if we need to.

Signed:





(Licensee)

Date:



Signed:





(International Lutheran Student Centre)

Date:



Delete below as applicable:

Student Licences
[This Licence Agreement is granted to a person who is pursuing or intends to pursue a course of study provided by a specified institution.  It is granted by the International Lutheran Student Centre under the Assured and Protected Tenancies (Lettings to Students) Regulations 1988 and it is not an assured shorthold tenancy.  Notices (including notices and proceedings) may be served at the above address.]

Holiday Lettings
[The International Lutheran Student Centre hereby gives you notice that the accommodation, if granted, will be of a room that has within the period of 12 months prior to the beginning of your occupation been let to a student under paragraph 8 of Schedule 1 of the Housing Act 1988 and, therefore, possession of the accommodation may be recovered on Ground 4 of Schedule 2 of the Housing Act 1988.]
Welcome to the 

International Lutheran Student Centre (ILSC)
The two houses of the ILSC are named in honour of influential persons in the history of the Lutheran community in this country.  The Thanet Street part of the building is Martens House, after Gerhard Martens, who was the first Lutheran pastor in Britain, arriving from Germany in 1668 and working under the supervision of the King of Sweden.  The Sandwich Street part is Eding House, to commemorate Edvin Eding, a refugee from Estonia who was the first warden of the International Lutheran Student Centre.  He retired after 24 years of service in 1990 and died in 1999.  The Centre was built during his period as warden.

The Centre is a residence for students from many countries who wish to live with people of different cultures, nationalities, religions and convictions.  We believe that by living together here in mutual respect, we help to develop good relationships between peoples and countries, which may have a beneficial effect far beyond our doors.  It is a very small community where occasional conflicts will naturally arise and we expect residents to make every attempt to sort out differences amongst themselves, before asking staff to intervene, and to be willing to compromise for the sake of harmony within the Centre.

You need to be aware that the Centre is a community in which the residents share common facilities, are expected to respect the reasonable needs of others, provide most of their own catering and clean up after themselves.  While the Centre’s staff do clean rooms and other areas on a regular basis, this is a support service and is not intended to replace the responsibility of residents to keep their rooms and common areas clean and tidy.

Every resident is expected to read the following information and to observe the rules that are explained in the following pages.
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WHAT’S WHERE
Martens House (Thanet Street):

Ground Floor:

entrance and Reception (also newspapers and post)

Basement:

Laundry (by lift)
Games Room and TV Room (down the corridor)
To get to Eding House:

From the main entrance, go up the stairs (7 steps) to the Breakfast Room; walk along the Breakfast Room passageway, through the door, up the stairs (7 steps) to the first floor and the lift.

Eding House (Sandwich Street):

First Floor:

Computer Room and Study Room

Ground Floor:

Rubbish bins

Basement:

Chapel

Section connecting Eding and Martens Houses:
Ground Floor:

Breakfast Room

Basement:

Club Room

STAFF

Desta Beraki



Housekeeping Manager

(extn. 2905)

Tereze Bogdanova


Administrative Assistant (maternity cover)
(extn. 2980)

Miriam Campbell


Administration Manager

(extn. 2979)
Pui Chan



Administrative Officer

(extn. 0)
Tim Fletcher



Director of Finance & Operations

(extn. 2901)

Mauricio Garcia


Maintenance Manager

(extn. 2905)
Adela Krupova


Administrative Assistant (on maternity leave until March 2012)
(extn. 2980)
Tuulia Matikainen-Castledine
Chaplain

(extn. 2992)
(TBC)




General Secretary, Lutheran Council of GB

(extn. 2900)

LOCAL AMENITIES

Locally there are plenty of amenities, all of which are only a few minutes away.  The majority of local shops can be found on Marchmont Street (turn right out of the front door, then first right into Leigh Street, first left into Marchmont Street and walk straight ahead, crossing over at the lights).  The Brunswick, a shopping centre with a supermarket (Waitrose) as well as other shops and restaurants can also be found in Marchmont Street.

There are lots of shops and places to eat in St Pancras International Station.  Another supermarket (Tesco) can be found in Caledonian Road near Kings Cross station.  There is a large Sainsburys supermarket in Camden Town.

THE AUGUSTANA CENTRE

The Augustana Centre is located in the basement of Eding House, occupying the Chapel, Club Room and two smaller rooms.  It is a venue for conferences, meetings, training, retreats and interviews for people from outside the Centre.  When The Augustana Centre signs are up, this will mean the Club Room, Chapel and maybe the Games Room are in use.  We may, occasionally, look for some residents to be our conference hosting staff or furniture arrangers (see also ‘Working at the Centre’ on page 19), so do look out for notices.

THE OFFICE

The office is open between 8.30am and 5.30pm on Monday, Tuesday & Thursday and from 8.30am to 5pm on Wednesday and Friday.  On Saturdays it is open from 8.30am to 11.30am.  The office is closed on Sundays/Bank Holidays.  All payments for accommodation and any enquiries should be made during office opening hours.
If you have difficulty reaching the office during office hours, please put requests for tokens, phone credit, guest mattresses etc. through the letterbox in the office door, together with the money (or e-mail us at ilscaccomm@lutheran.org.uk).  We will deal with your request as soon as the office opens and leave any receipts etc. in your mail box.  If you require a guest mattress, please state whether you want it to be left outside the office or placed in your room.
In the event of an emergency outside office hours, a trained Duty Officer is available at the Centre at all times.  Their whereabouts will be posted on the office door.  They will only deal with emergencies and you may be fined by the Centre for the time spent by Duty Officers on non-emergency calls, if you continually make inappropriate calls.

TERMS OF RESIDENCE

These are on the Licence Agreement (the first page inside this booklet) and this booklet.  If you require new copies, please ask at the Office.  Please note that all periods of long-term residence re-start on 1 October and last only for that academic year.  The Centre may change the provision of services or facilities due to strikes, power failure or for any operational reasons and may, in exceptional circumstances, move the resident to other accommodation.

If a resident’s behaviour is seriously disruptive or unacceptable then they may be asked to leave (please see section on ‘Early Termination’ on page 7).
PAYMENT OF LICENCE FEE
We do not usually send out reminders for rent.  Non or late payment may lead to termination of residency.
If you choose to pay by credit/debit card there may be an additional charge to cover what the bank charges us.  For credit cards & foreign debit cards the charge is 2.5% of the transaction.  There is no charge to pay using a UK debit card.  The easiest way for long-term residents to pay their licence fee is to set up a standing order with the bank.  Please ask at the office if you require our bank details.

For Long-Term stays (three months or longer):
You must pay your licence fee one month in advance, on the first of every month.
To secure your booking, you will be asked to pay a booking fee equal to one month’s licence fee before the start of the contract.  At the beginning of your stay the booking fee will be converted to licence fee and you will also be asked to pay a security deposit equivalent to one month’s licence fee, or to increase any existing deposit held by the Centre to the required level.
This security deposit may be applied against any licence fee arrears or damage to our property, and any balance will be refunded to you when you finally leave.  Please note that if you are leaving outside office hours you will need to have your security deposit returned by credit/debit card or paid into a British bank account.  It will not be possible to return your security deposit by cheque or cash.
Once you have confirmed acceptance of your offer you must give 4 weeks’ notice of any change in your arrival date or remain responsible for payment of residence fees from the date you originally accepted.
If you cancel your acceptance of the room with less than 4 weeks’ notice you will forfeit your booking fee.
We may cancel your booking if you have not arrived within 7 days or your agreed arrival date and your booking fee may not be refunded, at our discretion.
For Short-Term stays (two weeks or longer, but under three months):
You will be asked to pay a booking fee equal to one week’s licence fee before the start of your residence.  If you cancel your booking less than one month prior to arrival, this payment will not be refunded.
Upon arrival your booking fee will automatically be converted to licence fee and you will also be asked to pay a deposit of one week’s licence fee.  At the end of your residence, the deposit may be applied against any arrears of licence fee or damage to our property, and any balance will be refunded to you.  Please note that if you are leaving outside office hours you will need to have your security deposit returned by credit/debit card or paid into a British bank account.  It will not be possible to return your security deposit by cheque or cash.
If you wish to postpone your arrival date you must give 7 days’ written notice and arrive within 7 days of your original arrival date, or remain responsible for the licence fee from the original date.  If we cannot accommodate your proposed new dates then your booking will be cancelled and the booking fee may not be refunded as we will have held a room for you.
We may cancel your booking if you have not arrived within 7 days of your agreed arrival date and the booking fee may not be refunded as we will have held a room for you.

If you wish to end your residence before the date given in your application form, you must give 7 days written notice to the Administration Manager.  If you do not give the required notice, you will be liable for the licence fee for the period for which the notice was not given.
Short-term residents wishing to pay by cheque should check with the office that there will be sufficient time for their cheque to clear before they leave.  If there will not be sufficient time, payment will be requested by an alternative method.

You must pay your licence fee one week in advance.

For Holiday Lettings (under two weeks):
To secure the booking, you will be asked to pay a booking fee equal to two days’ licence fee before the start of your residence.  If you cancel your booking, this is not refundable.
Upon arrival your booking fee will be automatically converted to licence fee and you will also be asked to pay for the whole period of your stay in advance and pay a deposit of £50 (or £75 for a twin room).  Please note that cheques are not accepted for Holiday Lettings.

At the end of your residence, the deposit may be applied against any licence fee owed to us or damage to our property, and any balance will be refunded to you.  Please note that if you are leaving outside office hours you will need to have your security deposit returned by credit/debit card or paid into a British bank account.  It will not be possible to return your security deposit by cheque or cash.
If you wish to postpone your arrival date you need to give 7 days’ written notice or remain responsible for fees from the original date.  If we cannot accommodate your proposed new dates then your booking will be cancelled.  Your original payment will not be refunded as we will have held a room for you.
We may cancel your booking if you have not arrived within 2 days of your agreed arrival date and the booking fee may not be refunded as we will have held a room for you.
STUDY BEDROOMS

Residents are expected to keep their rooms reasonably tidy.  Cleaners will enter the room on Wednesday to vacuum the carpet, dust clear surfaces and empty bins.  Approximately every ten weeks the window cleaner will enter your room, and you will be notified of the date.  Please assist the cleaner and window cleaner by removing all items from the floor and generally clearing surfaces, especially your desk.  You must provide access to the cleaners and window cleaner.  All requests for cleaners and/or the window cleaner not to enter the rooms will be ignored.  Long-term residents may discuss this with the Housekeeping Manager.

Please note that in most rooms there is a shaving socket next to the mirror, near the door.  This should ONLY be used for electric shavers and NOT European two-pin plugs.  Please unplug hairdryers and mobile phone chargers when not in use as they pose a fire hazard, even when plugged in and switched off.
You are not permitted to remove furniture from your room without the prior permission of the Maintenance Manager.  Please put a note in the Maintenance Book (kept in the office) if you do not have an armchair and would like one, or if you have an armchair and would like to remove it.  Please also put a note in the Maintenance Book if any furniture or fitting in your room, or elsewhere in the building, needs repair or is not working.  You are not permitted to paint or decorate the room, nor to use tape or pins to attach items to the walls or door.  These cause damage for which you will be charged.

Please note that deductions may be made from your deposit to reimburse the ILSC in respect of lost or damaged property.
From time to time staff may have to enter your room (usually for Heath & Safety reasons) or show your room to outsiders (trades people, architects, prospective residents).  We will endeavour to give notice but this may not always be feasible.  If you strongly object please register this at the office and we will try to keep this in mind.

You are not permitted to keep any animal without the prior written consent of the Director of Finance & Operations.

This Licence Agreement is granted to you only and you are not permitted to sublet or to transfer the room to another under any circumstances and may only share occupation as permitted in the section on ‘Guests’ on page 15.
ROOM ALLOCATION

May we remind residents that your licence with the Centre guarantees you a room but not a specific one.  The management makes every effort to allocate rooms as requested.  However, for operational reasons, it may be necessary to request that residents move or take another room.  This is not done lightly and, except in an emergency, notice will be given.

If you wish to change rooms, this can be done, subject to availability.  However, there will be a £10 charge to cover the administrative costs and you will be required to clean the room you wish to move into, before occupation.  Please also take your bedding and towel with you.

We make every effort only to offer rooms on female floors to female applicants.  However to maximise occupancy there may be occasions when a room is offered to a male applicant.  This would usually happen during the summer period and is only done when no other rooms are available.
In the case of twin rooms where one resident leaves and the other requires a single room, we can only offer this subject to availability.  If no single room is available then the sole remaining resident remains responsible for the licence fee of the twin room.
INSURANCE

You are strongly advised to obtain your own insurance to meet your needs.  The Centre is unable to insure residents’ belongings.

LUGGAGE STORAGE

The Centre has a very restricted amount of luggage space for residents.  The space above the window in most rooms and the box under your bed are intended for storage.  Additionally, there is a cupboard at the end of each corridor where each resident may store one medium sized item only, provided that it is labelled with the resident’s name and room number.  Any items stored must be properly packed in a container which is easily moveable.  Any items that do not bear a label naming a current resident may be removed and disposed of by the Centre.

The staircases must not be used for storage under any circumstances.  Any items found in the stairs, corridors or other common areas (such as the kitchen) will be removed and will be disposed of if the owner cannot be found.

If you wish the Centre to store any personal belongings, items may be stored at the rate of £5 per item per week, dependant on space.  If any of the items stored have combined dimensions larger than an average suitcase, you may be charged at double the rate.  This service is subject to availability.

HOLIDAY ARRANGEMENTS

Anyone resident before 31 January in any one year and accepted to stay for the following academic year may take a rent free holiday of up to 4 weeks between 1 May and 30 September, provided that they:
· give at least six weeks notice of departure; and

· completely vacate their rooms.
If they stay for less than 3 months after their return, they will be charged short-term rates for that return period (currently £212 per week for a single room and £345 per week for a twin room).
If residents give the office less than six weeks notice of departure they will have to pay accommodation charges for the minimum notice period, i.e. in lieu of notice.
Please see ‘Vacating Rooms’ section below.
VACATING ROOMS

When vacating their rooms, residents must ensure that their wardrobe, chest of drawers and kitchen storage (including fridge and freezer) are empty of all personal possessions and cleaned for the next person.  Failure to do this will mean that they will be charged.  For those going on holiday, this will mean that they will be charged rent on the room during their entire period of absence.  For those vacating completely, a charge may be taken from the security deposit.  Limited storage facilities may be available (see ‘Luggage Storage’, page 6).

END OF RESIDENCE

The academic year is deemed to run from 1 October 2011 to 15 September 2012.  Your date of departure will be taken as the date given on your offer letter.  Those wishing to extend their stay should contact the office as rooms thought to be vacant may be re-let.

Those wishing to leave earlier are required to give the office at least 6 weeks written notice (via the Notice of Departure form) of the intended date of final departure.  If you do not you will be required to pay accommodation fees in lieu of notice.

If you are accepted as a long-term resident for a particular academic year and you leave before completing three month’s residence (from 1 October or your actual date of arrival if this is later than the start of the academic year) you will be charged at the rate for short-term stays, currently at £212 per week for a single room and £345 per week for a twin room.
Except for those residents who, in exceptional circumstances, extend their stay into the new academic year, each academic year starts afresh on 1 October.

On the day of your departure, your room will be checked by a member of staff.  Your deposit or a portion of it will be retained to pay for any damage to your room in excess of normal wear and tear, or other damage that you have caused in the Centre during your stay, or to cover the cost of replacing the key/card if you have not returned it.

Early termination:  You may end the Licence Agreement on six weeks’ notice to us by giving written notice to the Administration Manager (via the Notice of Departure form).  If you do not give this notice, you will be liable for the licence fee for the period for which the notice was not given.
We may also end the Licence Agreement on six weeks’ notice to you by delivering written notice to your room.

If you seriously or continually breach the terms of this Licence Agreement, we may end the Licence Agreement on one week’s notice to you by delivering written notice to your room.

If you commit an illegal act or are physically violent towards the Centre staff or other resident, we may end the Licence Agreement on 24 hours’ notice to you by delivering written notice to your room.

Refund of deposit:  It will not be possible to give back your security deposit early, or to use it for rent.  Your security deposit will only be returned once your room has been checked, your telephone account checked out and your keys/swipe card have been returned to us.
You must allow staff to check your room 24 hours before departure in case there is a need to discuss deductions from your security deposit.  If access is not given then you will be liable for any bank charges incurred in returning your security deposit after departure.  Your room will also be checked on departure (or when the office is next open, should you depart when it is closed).  You are expected to vacate your room by 10am on the day of departure.  Failure to vacate your room by 10am, unless you obtain the Administration Manager’s permission, will make you liable for an extra day’s charge without the right of occupancy.
If you are intending to leave before the office opens, please ensure that you notify the office during office hours, well in advance, as you will need to arrange for your deposit to be returned by transfer to a UK bank account or by credit/debit card.

Credit card refunds can only be made to those who have previously made a payment by debit/credit card.
Holiday lets or short-term residents will have their deposits refunded on departure in cash or by credit card (if applicable).  (Cash refunds are only possible during office hours.)
Long-term residents should indicate on the Notice of Departure form how they wish their deposit to be returned after their final departure from the Centre (cash refunds are only possible during office hours).  If you are accepted as a long-term resident and you leave before completing three months’ residence (from 1 October or your actual date of arrival if this is later than the start of the academic year) you will be charged the rate for short-term stays, currently at £212 per week (single room) or £345 per week (twin room).

You must ensure that all your belongings are removed from your room and from all storage areas, and that rubbish is disposed of.  Anything that is left behind, except with the prior written agreement of the Administration Manager, will be disposed of.

Please do not dump unwanted clothes/shoes in the Bin Store, Laundry Room, Lobby or Garage.  You may advertise unwanted items of clothing on the notice-board by placing a sign describing the items and stating their size.  You can also take them in plastic bags to the Oxfam bins in Russell Square and Byng Place (just before Waterstones).
Please inform friends, family, banks etc of your new address.  The Centre can only forward your post for one month after departure (provided you give us a forwarding address).  Thereafter any post received for you will be returned to sender.  We are not able to leave your post with another resident.

Please see ‘Vacating Rooms’ section on page 7.

Please remember to return your keys and swipe card to the office and, if appropriate, collect any deposit that is owed to you.  Lost keys will be charged at £10 each and the swipe card at £5.

LONG-TERM RESIDENCE BEYOND ONE ACADEMIC YEAR

If you are a resident who arrived before 31 January 2012 you must apply by mid-May if you wish to be considered for continuation of residence at the Centre for the following academic year.  Forms will be circulated in early May and the selection panel will consider those applications by the end of May.  Continuation of residence cannot be guaranteed.  The maximum length of stay is three academic years.  PhD students in their final stages, however, will be permitted to apply for an extension.  Further details of the policy are available from the office.

If you became resident after 31 January 2012 you will need to apply as a new resident.
BREAKFAST

Breakfast will be served on weekdays from 7.30 to 9am, and at weekends, Bank Holidays and the Christmas and Easter periods from 8.30 to 10am.  All food taken at breakfast must be consumed in the Breakfast Room.  Breakfast will not normally be served outside these times.  Residents are requested to clear their place setting before leaving the Breakfast Room.  If someone is ill and unable to come to the Breakfast Room, special arrangements can be made so please contact the office.  No unauthorised persons are allowed in the Breakfast Kitchen.  Breakfast will be charged at £2.50 per person for non-residents.

KITCHENS

The cleanliness of all kitchen utensils, worktops, cookers, microwaves, fridges & freezers is the responsibility of the resident who uses them.  Please clean up after yourself.  It is not the responsibility of the cleaners to clear up and wash and/or wipe up dishes.  Ensure that gas burners are turned off when not in use.  When you are cooking, ensure that the extraction fan is turned on, and turned off when you leave.  Residents are reminded that kettles are for boiling water and no other liquid.
Please ensure that you wrap or contain raw meat/fish in the fridge so that it cannot drip onto other food.  If you think that your food may have been contaminated by other food then dispose of it.

RECYCLING

The Centre operates a recycling scheme and recycles metal cans, glass, plastic, paper and cardboard.  Containers for recycling cans, plastic bottles and glass are placed in the broom cupboard in each kitchen.  All wastepaper and card from kitchen packaging should be placed under the box seat located in the bay window.  Please recycle paper/card from your room yourself.  Please do not dispose of recyclable items in the general rubbish bin.

Each week a member of each floor should bring the recycling to the garage.  You should only recycle between 8am and 9pm so that you do not disturb the neighbours.  Please note that each floor is responsible for operating its own rota.  However the office will print off a rota for you if requested.
Please do not leave plastic bags or general rubbish in the garage as there is no rubbish collection from this location.  Any rubbish which does not fit in your study bedroom bin should be taken to the Bin Store on the ground floor of Eding House.

LAUNDRY

The laundry room is situated in the basement.  There are two washing machines, two tumble dryers and an iron available for residents to use.  Tokens for the washing machine cost £1.75 and for the dryer, £1.25.  There is a spin cycle on the washing machines.  Tokens can be purchased from the office only and a maximum of three tokens for each machine are allowed per person.  Please read the information sheets in the Laundry Room regarding the use and cleaning of machines.  Do not use bleach in the washing machines as it may cause damage to the clothes of residents who use the machine after you.  Please use the correct washing cycle for your clothes and do not attempt to wash clothes that should be hand washed.  Please return laundry baskets immediately after you have finished with them.
The laundry’s lost property area is only intended for clothes mislaid in the laundry.  It is not to be used for dumping unwanted items of clothing.  (See ‘End of Residence’ section on page 7 for details of where to take unwanted clothes.)

Housekeeping staff have priority on using the laundry’s facilities, which will usually be required on weekday mornings, in particular on Mondays and Fridays (occasionally on Saturdays during the summer period).

TELEPHONES

Each study bedroom has a telephone which can be used for incoming, outgoing and internal calls.  Internal calls (extensions 29xx) are free to call.  There is a voicemail facility.  Please check for messages daily, even if you do not use the telephone regularly.  This is because the office may leave a message for you.

Outgoing calls from room phones have to be prepaid at the office.  The minimum pre-payment is £5.  Any unused pre-payment will be refunded before your departure.  Please leave at least 20 seconds between calls for the system to update itself.  (Please note that the system cannot bar you from calling 0800 numbers even if you do not have credit).  You will be liable for the portion of any call that has exceeded your credit limit.

Please ask at the office if you wish to check how much credit you have available.

If the telephone system goes down, it will not be able to process information about any calls made until after the system is working again.  If this is the case we will check all accounts, if possible, and write to you if your account has exceeded its credit limit.
Please note that calls to numbers starting ‘09’ are extremely expensive.  Our system charges a 50p flat rate for calls to freephone numbers starting ‘08’, even if the call does not connect.
Please ensure that the ringer on your telephone is set to the minimum volume to avoid disturbing other residents.

Each room should have a laminated card with instructions on using the phone system.  If the card in your room is missing please ask the office for a replacement.
NEWSPAPERS

Daily newspapers and magazines are available in the ground floor reception area.  Please do not remove newspapers until after midnight.
OTHER FACILITIES

Residents are welcome to use the communal areas at any reasonable time, though some rooms are used for private meetings or events from time to time.  This particularly applies to the basement of Martens House.  Signs will be posted on the doors when this is the case (see section on ‘The Augustana Centre’, page 2).  Please note that the chapel is open for private prayer and meditation but is the property of St Mary’s German Lutheran Church and should be treated with the appropriate respect.  Please do not use the chapel as a short cut.

Please do not rearrange the furniture in common areas and make sure you clear up after yourselves using the bins provided.
Please note that in the Television Room, watching the television takes priority over watching DVD’s.  The exception to this is any specially organised film event, during which we kindly ask residents not to play table tennis.
It has become a tradition for residents to hold birthdays, graduation, farewell and other parties in the Courtyard, Club Room and Games Room.  All such events must be booked with the Office (to avoid clashes with other events).  At present, there is no charge for room hire as it is expected that the majority of guests will be other residents.  The organiser(s) (that is the person who books) and/or anyone whose name appears on the invitations is/are responsible for the party and must pay a £20 deposit to the office.  This will be returned after the event if the area booked is left as it was found.  During such events, the noise must not disturb neighbours within and around the Centre; and all noise (especially music) MUST cease at 11pm.  Organisers must ensure that the rooms are clean and tidy before leaving and must see all outside guests off the premises.  They remain responsible for these rooms and the events they have organised until the last guest (internal or external) has gone.  Duty Officers have the right to shut off music and end the event if it is disturbing other residents or neighbours, as well as the right to ask any non-residents to leave the premises.
POST

Post may be collected from your mail box in the lobby.  Please check your mail box daily as there may be important letters / information from the office.  Parcels which do not fit in mail boxes will be kept in the office and you will be notified of their arrival via a note in your mail box.  If you want to post a letter, there are post offices at Marchmont Street (inside the shop ‘Londis’), Russell Square and opposite King’s Cross station.

Please also see ‘End of Residence’ section on page 7 for information about what happens to your post after your stay has ended.

PERSONAL TELEVISIONS

If you have your own television set you are required by law to have a valid television licence.  You can purchase a licence at shops operating the Pay Point scheme (these include Shopper’s News, 41 Marchmont Street, WC1N 1AP and Bloomsbury Food & Wine, 44 Tavistock Place, WC1H 9RE).
COMPUTERS

Each resident is provided with a 2Mb symmetric internet connection (2Mb upload and 2Mb download) from Keycom.  This will be increased to 4Mb once works have been completed.  Upgrades will then be available for any resident to purchase directly from Keycom.  A 10Mb symmetric connection will cost £70 per year and a 20Mb symmetric connection will cost £100 per year.
To get started open your web browser and click on ‘Create Account’ on the Keycom page.
Cables are available to purchase from the office at a cost of £4.50.  If you are staying for less than 3 months and wish to borrow a cable you will need to pay a deposit of £4.50 which is refundable when the cable is returned.
Two computers are provided for residents’ use in the Computer Room on the first floor Eding House.  Both computers have internet access and the computer closest to the door is linked to a printer.  To print, you must provide your own paper and pay the office 4p for every page you print.  The revenue generated from printing is used to buy new toner cartridges.  If residents do not pay for printing then no further toner cartridge will be purchased.  Anyone found not paying will be charged a fine of £20.

Please do not use paper which has previously gone through a printer or paper from a notepad as both of these will cause the printer to jam.
It is strictly forbidden to download programmes onto the computers or to alter computer settings as severe problems have been caused to the computers in the past when residents have done this.  We try our best to keep these computers running as well as possible.  However, due to their public location we do not recommend that you rely on them.  Your personal or university computers should be your main provider.  Please also note that as part of routine maintenance of the computers the hard disks are wiped.
SOCIAL ACTIVITIES

Throughout the academic year various social activities will be arranged, and you will be invited to help plan and participate in them.  Notices about special events will be distributed to all residents.  New ideas for social activities are always welcomed.  Please contact the office if you are interested.
Board games are available in the Games Room for residents to borrow.

You can find our facebook page at www.facebook.com/ILSCofficialpage or by searching for ‘International Lutheran Student Centre official page’ or clicking on the badge on our website (www.ilscentre.org.uk).

We have also arranged block membership of International Students House (ISH) for all long-term residents.  ISH is a unique social, cultural and recreational centre that provides a wide programme of events for students.  ISH membership allows you access to the following facilities:  a restaurant, bar, cyber café, travel office and reduced membership to the fitness classes.  For a small fee you can also join the Travel Club which offers great value trips to many destinations in the UK and Europe.

Long-term residents should receive a membership card and information leaflet soon after your arrival at the ILSC.  If you do not, please contact the office.  ISH is located at 229 Great Portland Street, W1 (closest tube is Great Portland Street).

KEEPING HEALTHY
One of the great advantages of coming to the UK as an international student is that you are entitled to free health care if you are on a full-time programme lasting six months or more.  (You have to be in the UK for more than 12 months for NHS hospital care).

If you have not already done so you should register with a doctor as soon as possible.  Do not wait until you are ill.  Gower Street Practice (20 Gower Street, WC1E 6DP, Tel:  020 7636 7628) has close links to some of the colleges and schools of the University of London and will accept ILSC residents.  UCL, Imperial College and LSE have their own health centres.  If you decide not to register with any of these you should register with any doctor close to the ILSC.  A list of local doctors is displayed on the ILSC notice-board.

To register, you will need to visit the doctor’s receptionist during consulting hours, taking a letter from your institution as proof that you are a student, as well as proof of your address.  You should ask to be added to the list of NHS patients where consultations are free.  To avoid paying the full (private) cost of treatment make sure the doctor knows you want treatment from the NHS.  If the doctor accepts you as a patient, you will be sent a medical card through the post which will include your NHS number.  If the doctor cannot accept you, try elsewhere or contact the local Health Authority.

Please note that a doctor will normally only agree to visit you at home in emergencies, when you are sick and confined to bed and cannot get to surgery.

NHS Direct (0845 46 47, www.nhsdirect.nhs.uk) operates a 24-hour nurse advice and health information service, providing confidential information on:

· What to do if you are feeling ill

· Particular health conditions

· Local healthcare services, such as your nearest doctors, dentists or late night opening pharmacies

Emergencies:  If there is an emergency and you are taking medicines or have a medical condition (e.g. an allergy to penicillin, asthma, diabetes etc.) which you would like healthcare services to be aware of, please let us know in confidence and we will pass this information to them should an emergency occur.  Your local Accident & Emergency department is located at University College Hospital’s (UCH), Euston Road, NW1 (at the corner of Gower Street).  Call 999 (or 112) for an ambulance if necessary.
As a student in a new place you may find yourself feeling homesick, anxious and maybe even depressed.  All of these are normal responses to being in a new place without your normal supports around you.  Feeling anxious is nothing to be ashamed or embarrassed about, but it is important to know that there are people you can talk to in confidence before things get too stressful.  These could include the chaplain (either here or at your college), your tutor or supervisor or student services.  If you are really concerned, speak to your doctor.
You might also like to look at www.studentdepression.org and www.nightline.org.uk.
CHAPLAINCY SERVICES

The Centre is owned by the Lutheran Council of Great Britain, which co-ordinates the common work of ten different Lutheran churches in Britain.  Together these churches represent a wide range of cultural and language traditions.
Christian worship, following the Lutheran rite, is conducted in the Centre’s Chapel, which adjoins the Club Room, normally on the first Sunday (Holy Communion) and third Sunday (Informal Worship) evening (generally 7pm) of each month during term-time.  In addition, Morning Prayers are usually said on Mondays and Tuesdays (9.30am, TV Room).  Discussions on religious topics are also held (normally on a date most convenient for those wishing to participate).  All residents, including non-Christians, are welcome to attend.  Further information about chaplaincy activities will be given separately to residents.

Please ask at the office if you do not have a Bible and would like one.  If you have a Bible which you do not require please bring it to the office.

The Chaplain’s office is on the 2nd floor of Eding House.  The telephone extension is 2992 and the email address is chaplain@lutheran.org.uk.  The Chaplain is usually in on Monday and Tuesday during the day and then on Thursday evening.
GUESTS

All guests must be met personally at the front door by the host resident.  The host resident is responsible for the behaviour of their visitors and guests, whilst those visitors are on the Centre’s premises.  This includes their safety should there be a need to evacuate the building in the event of a fire or other alarm.  Details of fire exits are available in each room.  Please note that if your guests are noisy or disruptive they may be asked to leave by the Duty Officer.
Overnight guests:  If you wish to have an overnight guest, you must ask for permission from the office (as only one guest per floor can stay overnight at any one time), giving the name of your guest and pay for their stay in advance.  Long-term residents are charged a minimum of £5.50 per day for their guests (for which a mattress will be supplied).  For those requiring a towel and bed linen as well, the charge is £7.00 per day.  These charges include breakfast.  Apart from long-term residents, only short-term residents who stay for more than four weeks are allowed overnight guests.  In these cases, the respective charges are £8.75 and £11.50 per day, inclusive of breakfast.  Visitors found on the premises after 2am will be deemed to be staying overnight and charged £5.50 or £8.75 (as applicable).  Stays of overnight guests are limited to 4 nights during term-time and 7 nights during vacations.

NOISE

Please keep all noise (music, TV, conversation etc.) to a minimum after 11pm.  Before 11pm noise should also be kept to a reasonable level in any part of the building.  Please especially make sure that the kitchen door and windows are kept closed after 11pm as noise carries easily along the corridor and to the outside of the building.

Users of the Computer & Study Rooms are asked to close the door quietly as nearby residents may be sleeping.
Musicians are kindly requested to practice in the Club Room and not in study bedrooms.

When you are outside in the upper or lower courtyard, please make a special effort to keep the noise down.  It is very easy to disturb other residents and neighbours as the proximity of the buildings amplifies sound.

If we receive a significant number of complaints about your noise level we will raise this with you and ask you to improve this.  If you continue to create unreasonable noise, for the sake of other residents we may either move you to a different room or ask you to leave by ending your licence on one week’s notice (please see section on ‘Early Termination’ on page 7).

NO SMOKING

The ILSC is an entirely non-smoking house and smoking is not permitted in any part of the building.  In fact it is illegal to smoke in the building and you will be fined if you are found smoking on the premises.  Residents who wish to smoke outside the building are asked to ensure that cigarette ends are not left near doors, on patios or in flower pots.

ILLEGAL SUBSTANCES

The possession or use of illegal drugs and solvent abuse are prohibited in the ILSC buildings and property.  Residents who use illegal drugs or abuse solvents may be asked to leave the Centre on 24 hours’ notice (please see section on ‘Early Termination’ on page 7).
ELECTRICAL APPLIANCES

No heating, cooling, cooking (including rice cookers) or food storage electrical equipment is permitted in your room or elsewhere in the building without prior consent from the Administration Manager.  If in doubt, enquire at the office.  You must have any appliances you use tested, before you use them in the building.
BICYCLES

A limited number of residents can register with the office to keep bicycles in the Bike Store in the upper courtyard.  A deposit will be required for the keys.  This deposit is refunded when the keys have been returned.  Unregistered bicycles will be removed.
You must take your bicycle with you upon final departure.  You will be charged £50 from your security deposit if you fail to do so.  You are not permitted to leave the bicycle for another resident to use unless you give advance notice, in writing, to the office.
HEATING & LIGHTING:  CONSERVATION

Please conserve energy.  Turn radiators down (using the thermostat on the radiator).  When it is cold outside, please do not leave windows open.  It is suggested that, if rooms need airing, this is only done while you are at breakfast.  Please TURN OFF lights and other electrical devices when not in use.  Even standby uses electricity.

LINEN CHANGE

We will provide you with a duvet cover, pillowcase, sheet and towel which you will be responsible for laundering during your stay.  You will be expected to return them in reasonable condition at the end of your stay, although you do not need to wash them on the day of departure.  If you need any information about how to wash these items, please contact the Housekeeping Manager.  You can hire a second set of linen for a non-refundable charge of £5.  Again, please contact the Housekeeping Manager.
SECURITY

Residents must lock their doors when they are out of the room, regardless of the amount of time they will be away.  It is the responsibility of each resident to use the keypad combination lock on the entrance door to their corridor.  If a corridor door or a resident’s room is left unlocked, the Centre cannot bear any responsibility for any breaches of security.

Staff, including Duty Officers, have the right to enter any room without the resident’s permission, for a reasonable cause.  Staff will always knock first and on receiving no reply, call out as they enter the room.

A panic alarm is situated between the outer and inner front doors.  It should only be used in an emergency.  If you have forgotten your swipe card, go back outside and buzz your floor and ask one of your floor mates to let you in.  If there is no response you may buzz the Duty Officer.  Do not use the panic alarm.  We may need to charge you for frequent incorrect use of the panic alarm.  The office must be notified immediately if any key or swipe card is lost or stolen.  A charge will be made for lost keys/swipe cards.

We urge all users of the building to exercise vigilance when entering or leaving the building.  Once again, we would like to remind you that all visitors must be met personally at the front door by the host.
Staff, including Duty Officers, are responsible for the security of the Centre and have the right to refuse entry to anyone, or require anyone to leave the Centre, without giving an explanation.

HEALTH & SAFETY

It is the responsibility of all residents to comply fully with the safety requirements of the Centre.  You may not tamper with, or attempt to cover, smoke detectors.  The doors at either end of your corridor must not be propped open.  They are fire doors and must be kept shut when people are not passing through them.  All fire extinguishers must be stored on the wall brackets that are provided for them.  Tampering with safety equipment at the Centre will be treated as serious misconduct and you may be asked to leave by ending your licence on one week’s notice (please see section on ‘Early Termination’ on page 7).

Fire extinguishers are not to be used as doorstops or for any other purpose.  No items whatsoever may be stored on any staircase or corridor.  This includes both the main staircases and the back staircases.  Anything found in those places will be disposed of immediately.  The stairs are primary fire exits and, according to the law, must be free from any obstructions.
Please ensure your windows are secured when open.  Failure to do so means the windows can slam when there is a gust of wind and the window could fall into the courtyard or street where they can seriously injure passers by.  If you open your window without securing it you may be liable for any costs in replacing the window.

Leaving any electrical appliance on may cause a fire.  Please turn off all computers, televisions, stereos and similar appliances (plus the iron in the Laundry Room) each time you vacate.  Please unplug hairdryers and mobile phone chargers when not in use as they pose a fire hazard, even when plugged in and switched off.
We are phasing in energy-saving light bulbs.  Please do not change or dispose of these yourselves.  You can arrange for them to be changed by leaving a note in the Maintenance Book which is kept in the office.

Residents who do not observe health and safety requirements may be asked to leave the Centre (please see section on ‘Early Termination’ on page 7).
FIRE ALARMS

Please ensure that you read the information about fire alarms, found on each floor and on the notice board.  There will be regular fire drills during the year.  Information about the procedure will be given to you separately.  Sometimes the alarm is set off by burning toast, for example.  However you cannot assume that the alarm is not for a genuine fire.  Therefore you must vacate the building each time you hear the alarm.  Do not use the lifts when the fire alarm is ringing.  There will be a weekly test of the fire alarm on Monday mornings (usually at 10am).  The bell will only ring for about 15 seconds and there is no need to evacuate the building (unless the bell continues to ring).  If the day of the weekly test is a Bank Holiday then the test will be on the next working day 10am.
WORKING AT THE CENTRE

Occasionally conference hosting staff, conference furniture arrangers, part-time kitchen staff, cleaning staff or Duty Officers are required by the Centre.  Residents who have permission to work in the UK may apply for the posts.  Nationals of the European Economic Area and their dependants are permitted to work.  For other nationalities, persons who are in the UK with the immigration status of student are permitted to work part-time if their passport is stamped with a restriction on employment rather than a prohibition.  (If in doubt, ask at the office).  Those with the status of visitor are prohibited from working.  If you are permitted to work and are interested in jobs that may become available in the Centre, please contact the Administration Manager for conference, office or Duty Officer posts; or the Housekeeping Manager for kitchen or cleaning posts.
RESIDENTS QUESTIONNAIRE

In January we will circulate a questionnaire inviting you to comment on the facilities and services provided by the Centre.

COMPLAINTS PROCEDURE

We aim to provide service of a standard that is acceptable to all our residents and other users.  If we fail to do this we want to know about it.  This will enable us not only to deal with the specific problem, but also avoid it happening again.

The staff will strive to respond promptly and effectively to any complaint that is raised with them.  Our complaints procedure sets out the steps to follow if you wish to take the matter further and register a formal complaint.  If you would like information about the complaints procedure, please contact the office.  Staff are required to observe a Code of Conduct that includes rules on personal relationships between staff and residents.

GUIDANCE NOTES FOR OVERSEAS STUDENTS

UKCISA (the UK Council for International Student Affairs) publishes guidance notes for students.  They are available via UKCISA’s website (www.ukcisa.org.uk).  Click on the ‘Advice for international students’ tab, then ‘Complete list of information sheets’ and choose the category you are interested in (Arriving and Living in the UK; Immigration; Financial Support; Studying in the UK).
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