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MAINTENANCE REPORTING PROCEDURE
We aim to maintain high standards in our Halls, but it is possible that you will experience occasional defects with your accommodation during your stay. In the event that this happens, we want to assure you that the process of resolving your problems is as quick and effective as possible.
We would ask you to report any defects as soon as they are discovered to your Warden or Caretaker, you will be asked to complete a Maintenance Request Slip.

By reporting a defect, you are giving permission to authorised personnel to enter your room to investigate and carry out the necessary work even if you are not present.

The following table shows the response times we aim to meet once a defect is reported.
	Emergency/Health and Safety risk
	· Immediate response to make safe

· Student to be kept informed of when repair will take place



	Urgent
	Within 24 hours

Examples:

· No heat in the flat

· No lights in student’s bedroom

· Shower not working



	Other
	Work to be scheduled and student will be informed when work is planned




When possible the Warden or Caretaker will inform you of the date and if possible time that the maintenance work will be undertaken. If a specialist contractor is required, things may take a little longer to resolve but we will keep you informed of the progress. We may also experience a fault in a communal area which could involve some inconvenience to you, we ask you to be patient in these circumstances and we will keep you informed of what is happening and ensure that any disturbance is kept to a minimum.
If you have any queries on this document, please refer to your Warden.
Matt Dillon – May 2009


