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Executive summary

Houses in Multiple Occupation Licence — 26
Pilrig Street, Edinburgh

Summary

At the Licensing Sub-Committee of the Regulatory Committee on 14 December 2012
the Committee continued consideration of a House in Multiple Occupation (HMO)
licence application for Khawja Akbar Mir's property at 26 Pilrig Street, Edinburgh to
allow further reports and investigations to be conducted. Committee instructed the
following matters to be investigated and reported on:

e Areport by the Director of Services for Communities (SfC) on the tenancy
management at the property.

¢ Details of the inspection and staff training regimes to be provided and
circulated to the Sub-Committee.

e The fabric of the property to be inspected in particular the rear steps and
chimney referred to in the objector’s letters.

e The Director of SfC to undertake monitoring.

This report details the out come of these investigations.

Recommendations

That Committee, in considering the suitability of the applicant and the suitability of the
property in determining whether to grant an HMO licence for the property, note that:

1) Tenancy management at the property is considered acceptable.
2) Appropriate training is provided.

3) The fabric of the building is safe and repairs are underway, and that there
have been no further incidents at the property.

4) Monitoring work has established that there have been no further incidents at
the property.
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Measures of success

Not applicable.

Financial impact

Not applicable.

Equalities impact

An Equality & Human Rights Impact Assessment, applicable to the content of this
report and associated legislation, was carried out prior to the enactment of the Private
Rented Housing (Scotland) Act 2011.
http://www.scotland.gov.uk/Topics/People/Equality/18507/EQIASearch/PrivRentedHsg

Sustainability impact

Not applicable.

Consultation and engagement

Not applicable.

Background reading / external references

Appendix 1 — Details of training provided by the applicant.

Appendix 2 — Survey Report for 26 Pilrig Street.
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Report

Houses in Multiple Occupation Licence — 26
Pilrig Street, Edinburgh

1. Background

At the Licensing Sub-Committee of the Regulatory Committee on 14 December 2012
the Committee continued consideration of an HMO licence application for Khawja
Akbar Mir’s property at 26 Pilrig Street, Edinburgh to allow further investigations and
reports to be brought before Committee. The minute of that Committee details these
as:

¢ Areport by the Director of SfC on the tenancy management at the property.

¢ Details of the inspection and staff training regimes to be provided and
circulated to the Sub-Committee.

e The fabric of the property to be inspected in particular the rear steps and
chimney referred to in the objector’s letters.

e The Director of SfC to undertake monitoring.

This report details the outcome of these investigations.

2. Main report

2.1 The applicant, Khawja Akbar Mir, has held an HMO licence for his property at 26
Pilrig Street, Edinburgh since October 2011.

2.2 The applicant applied to renew his HMO licence in July 2012 whereupon it
attracted a number of representations from members of the public who wished to
object to the grant of the licence.

2.3 These representations were considered at the Licensing Sub-Committee on 14
December 2012 and concerned:

¢ Anincident where a needle had been found in a neighbour’s garden and how
the applicant dealt with that incident.

e The state of repair of the property and concern that the chimney stack was
unsafe.

e The lack of training and inadequate training of staff.

Licensing Sub-Committee of the Regulatory Committee — 8 March 2013 Page 4 of 8



24

In considering these representations, the Committee directed further enquires be
made with regard to the tenancy management at the property, details of the staff
training regime used by the applicant to be provided, the fabric of the building to
be inspected, and monitoring of the property.

Tenancy Management

2.5

2.6

2.7

2.8

29

210

2.1

212

The property at 26 Pilrig Street, Edinburgh is operated as a Bed and Breakfast
which houses people on behalf of the Council. The Council uses the property to
discharge its obligations under homelessness legalisation while it finds more
suitable long term accommodation for those people that have presented
themselves as homeless.

A condition is placed on the applicant that the Council has exclusive use of the
property for housing homeless people to provide for the protection of vulnerable
residents.

As the property operates as a ‘Bed and Breakfast’ tenancy legalisation does not
apply. However all HMO licences include tenancy management conditions which
apply to all types of tenure.

The applicant does meet these HMO conditions, which require all residents to be
issued information about their stay. In this type of accommodation, these take the
form of “House Rules” and that all residents have lockable rooms to ensure
privacy.

In addition to the HMO conditions, the Hostels and Temporary Accommodation
Service (H&TAS) requires the property to be staffed 24 hours a day, 7 days a
week to provide property management functions. This includes operating a
curfew system that requires residents to return to the property before 11pm. The
aim of this is to proactively manage disturbance at a late hour which helps the
property co-exist with the local community.

H&TAS visit the property every week to provide support to the residents and help
them find suitable long term accommodation. During these visits tenants will be
asked about their stay, and any concerns about the management of the property
are addressed. No such concerns have been raised.

H&TAS conduct a management standard inspection on a bimonthly basis to
ensure compliance with the management standards required of the applicant. The
last management visit was on 6 February 2013. These inspections have
confirmed no breaches of these management standards.

In addition H&TAS conduct unannounced night visits between 22.00 and 00.00 to
ensure that property is correctly staffed and complies with management
standards. The property has had two such night visits in the last year, with the last
night visit being conducted on 12 February 2013. These visits have confirmed no
breaches of these management standards.
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2.13 ltis an H&TAS policy that the applicant will address concerns about substance
abuse. There is a zero tolerance policy on alcohol, drugs or other substances
being used in the property. The applicant is required to check for drug
paraphernalia when cleaning the room and changing sheets. However the extent
to which checks can be undertaken is limited and consideration must be given to
personal privacy. If such paraphernalia is found, the resident should be booked
out. There is evidence that this requirement is being actively enforced.

2.14 There has been one incident where a needle was found in a neighbour’s garden
in July 2012. The neighbour contacted the management of the property who
offered to remove the needle. This was rejected by the neighbour who requested
that H&TAS attend to remove it.

2.15 H&TAS subsequently investigated the incident and whilst accepting that the
management action relating to incident confirmed to their requirements they
where dissatisfied with the way that this day-to-day manager communicated with
neighbours.

2.16 This resulted in a change of the day-to-day manager on 20 August 2012.

2.17 Private Rented Service (PRS) and H&TAS therefore have no current concerns
about the management standards at the property or concerns in relation to this
applicant.

Staff Training

2.18 The applicant’s general manager has provided the following documents detailing
the staff training that is undertaken (see appendix 1):

¢ Induction / Refresher Training Checklist.

e Staff Training Log.

e Staff Training Time Line.

¢ Organisation chart showing lines of responsibilities.

2.19 The applicant’s staff are only required by the Council to provide property
management functions and the Council is satisfied that appropriate training has
been provided to staff.

Property Inspection

2.20 A Building Standards Surveyor from the Council’s Public Safety Service
conducted a survey of the exterior of the property on 30 January 2013, with
particular attention directed to the rear steps and mutual chimney stacks.

2.21 A copy of the surveyor’s report has been included as appendix 2 of this report.
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2.22

2.23

The report notes that repair and cosmetic works were being undertaken at the
time of survey. The completed works were of a good standard and all defective
items were discussed with the property owner who confirmed they would be
attended to shortly.

The building surveyor report confirms the applicant’s position that there are no
safety concerns.

Monitoring

2.24

2.25

2.26

2.27

2.28

2.29

The Council’s Private Rented Services (PRS) team has been monitoring the
property from 14 December 2012 in conjunction with the Police and our
colleagues in H&TAS.

No notification of further incidents have been received since monitoring
commenced on 14 December 2012 to 6 February 2013.

PRS has been in contact with the objectors and they report no further incidents.
Lothian and Borders Police have confirmed that have had no reported issues.

The applicant’s general manager has confirmed that he has not received any
further complaints or experienced incidents in the monitoring period.

The applicant’s general manager met with an objector and H&TAS on 31 January
2013. This meeting positively addressed the issues including the breakdown of
communication between the applicant and the objector.

3. Recommendations
3.1 That Committee, in considering the suitability of the applicant and the suitability of
the property in determining whether to grant an HMO licence for the property note
that:
1) Tenancy management at the property is considered acceptable.
2) Appropriate training is provided.
3) The fabric of the building is safety and repairs are underway, and that there
have been no further incidents at the property.
4) Monitoring work has established that there have been no further incidents at
the property.
Cathy King

Head of Housing and Regeneration
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Links

Coalition pledges P8 Make sure the city’s people are well-housed, including
encouraging developers to build residential communities,
starting with brownfield sites

Council outcomes CO10 Improved health and reduced inequalities
CO21 Safe — Residents, visitors and businesses feel that
Edinburgh is a safe city

Single Outcome SO4 Edinburgh’s communities are safer and have improved
Agreement physical and social fabric
Appendices Appendix 1 — Details of training provided by the applicant

Appendix 2 — Survey Report for 26 Pilrig Street.
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Appendix 1 - Induction / Refresher Training Checklist

Induction Training:

................................................................................... , Temporary Accommodation B&B's

1. Tour of Building:

a.

Managers are to show the relief staff member around the building and the fire
evacuation procedures when they arrive for their shift.

2. Conditions of Employment:

a.

General Hours of Work
Employed as relief staff and hours will vary — night shift will be involved
Salary and Conditions
per hour
Dress Code
Dress code is smart casual due to cleaning duties
Probationary Period
4 weeks trial, 3 months probation period and if everything is satisfactory after that
they will be offered a permanent position.
Outline of position
To ensure that the residents are provided with a safe and secure environment
Day to day duties are covered below, booking residents in/out, cleaning, house rules
etc
Where fits in Organisation
Explained about the group and individuals responsibilities. Reports directly to
Temporary Accommodation Manager but if any issues they should contact other
Senior Team Members
Staff Handbook
Given to read and form to be signed and returned
Timesheets
Explained how to complete timesheet and example of one given

3. Paperwork:

Explained the importance of completing the B&B diary correctly. Recording daily all
residents, issues and visitors to the Premises

Weekly Sheets are completed and sent to the office on a Monday. Explained the
need to have these completed correctly from information in the diary

Room Inventory is to be done every month so there is an up to date record of what
is on the premises

Linen inventory is to be done every 3 months so there is an up to date record of
what is on the premises
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e. Maintenance is reported on a daily basis. A sheet is completed and sent to the
office on a Monday. Anything urgent like brekages, leaks etc should be reported to
the office immediately during the hours 8am-5pm Monday to Friday. In the case of
any emergency outwith these hours Sara or other Senior Managers are to be
contacted

4. Booking Residents In:

a. During the hours of 8am-5pm Monday to Thursday or 8am-3:40pm Friday, bookings
are made by the Temporary Accommodation service through the central reservation
line at the office. The office then contacts the guest house and advises them. At any
other time the Out of Hours service will phone the houses directly

b. The person booked in must be noted in the diary under (Booked In) showing the
time of the booking, the name of the resident and the name of the person that
booked the resident in

¢. When the resident arrives you need to confirm that the person is who was booked
in (ask for their paperwork)

d. The resident/s is then taken through the house rules by the manager. The
resident/s must be told what day their room is cleaned and that they must vacate
the premises between the hours of 10am and 2pm to allow this to happen. The
manager and resident/s then sign two copies of the house rules and one is given to
the resident/s. The other is kept on file.

e. The resident/s is/are shown the dining room advised what time breakfast is and
then shown to their room. When at the resident/s room the fire evacuation
procedures must be explained verbally to the resident/s. If the room is not en suite
the resident/s must be shown where the nearest bathroom is.

f. Diary to be updated with name and reference number of resident/s

5. Boundaries:
At all times you must remember that you are employed by the group and that it is your
responsibility to provide the residents with a clean, safe environment. You must be
professional at all times and not discuss the business with the residents. If you have an issue
then you need to contact Temp Accommodation Manager and if you are not happy with the
decision/outcome you can contact the General Manager. No staff member is to socialise
with residents on or off the premises.

6. Visitors to the Property:
Personal visitors are not permitted during working hours. This includes staff, relations,
friends andstaff not on shift at the property.

7. Food:
The food (including orange juice) on the property is for the residents. Staff are to bring their
own food/drink when working shifts.



8. Sleepovers:
There is to be no smoking on the premises by staff. It is against the law as this is your
workplace. All staff are to sleep in rooms allocated for staff to sleep in.

9. Curfew:
Curfew is 11pm. However, any resident returning to the property after 11pm is to be let into
the building. If it is necessary to book the resident out, do so in the morning.

10. Confidentiality:
At no time is any information to be given out to any third party (including Salvation Army)
about any resident residing on the property. This includes people phoning claiming to be
the residents mother, sister, partner etc. We do not know the reason the person is in the
B&B so people coming to the door looking for them must be told that we are not able to give
information out as to who is in B&B. Any questions or concerns direct them to the Office.

11. Booking Residents Out:
a. Aresident can be booked out for several reasons
i. Council requested they be booked out
ii. Manager/Caretaker booked them out due to disobeying rules
iii. The resident booked themselves out
b. Whenever a resident is booked out the room must be checked to ensure there is no
damage to the room and nothing has been taken. Preferably, this should be done
with the resident.
c. The key must be collected from the resident
If a manager books a person out an incident form must be completed because
residents should only be booked out by managers if an incident has occurred.

12. Daily Duties:

a. Preparing and cooking breakfast

b. Clean the dining room and kitchen

c. Updating the diary with the residents names for the day

d. Knowing what rooms are vacant/offline and when then office phones each morning
advising them of this (the office phones Monday to Friday)

e. The Temporary Accommodation Unit of the council phones every morning Monday
to Friday to get the names of everyone staying at the premises. At this time you
advise the council of any resident/s that were booked out overnight or you are
booking out that day. At the weekend if anyone is booked out you must contact Out
of Hours and advise them
All bathrooms are to be cleaned thoroughly once a day and once a night

g. The foyer area must be cleaned once a day

h. The rooms that had residents booked out must be cleaned and any refreshes for the
day to be done (see memo dated 15" June 2012)

i. When the post is delivered you must go through it and put the room number on the
envelope for any post for current resident. If the resident no longer resides on the
property the envelope must be noted “Return to Sender” and posted. If the



residents are in when the post is delivered you must take it to there room and if the
resident/s is out the post is to be given when they return and collect their key

13. Phone Calls
a. The phone line is a business line and therefore is not to be used for any personnel
calls

14. Laptops/Ipads/phone etc
a. These are not to be used during paid working hours

15. Weekly Duties
a. Food/Supply Order — this is done once a week and is sent to the office on a Monday
b. Stationery should be ordered on the Food/Supply order
c. Weekly Fire Checks
i. Control Points
ii. Fire Extinguishers
iii. Fire Doors
iv. Escape Routes
v. Daily room check — each day when collecting the rubbish from the room you
should do a visual check of the room to make sure all okay. Switches have
been turned off, room in good repair, no cooking equipment in room etc
vi. Weekly risk assessment
vii. Rubbish bins — to be put out for collection
viii. First Aid Supplies —to be checked weekly and anything needed should be
requested on the food/supply order. List attached showing what should be
in First Aid Box.

16. Fire Checks:
The staff member on duty the day any fire checks are to be done must carry them out.

17. Reporting:

a. Incident Reports — all incidents must be reported and sent to the office

b. Accident Reports — all accidents causing injury no matter how small is to be recorded
and reported

c. Police Visits —all police visits to the property must be recorded in the diary, whether
they have been called by Manager/Caretaker or the police have come to see a
resident or check who is on the property. The date and time of the visit must be
recorded in the diary.

d. Visitor Register — visitors to the property need to complete the visitors register — this
means social workers/support workers visiting the premises, contractors not part of
the group.

18. Monthly Duties:
a. Emergency Lighting check



19. Health & Safety:

a.

Cleaning — when cleaning gloves must be worn at all times, it is important that you
check a room carefully to avoid stick injuries. Never just grab bedding or items out
of drawers. Drugs/needles can be found in the hem of curtains, holes in mattresses
underneath drawers, taped to back of drawers etc. When someone is booked out it
is important to check the room thoroughly. All rooms are to be cleaned as per the
letter dated 15/06/2012 which has been given to all staff.

All rooms are to be checked briefly daily to ensure the guest is okay and no issues
with the room.

Legionella’s — all shower heads must be cleaned and soaked thoroughly with bleach
in hot water, then rinsed with hot water making sure they are drained thoroughly.
This is to be done every 6 months and recorded.

Challenging Behaviour — please read the Cameron Guest House Group Handbook for
further information.

First Aid — Do you know where the first aid boxes are.

Linen — clean linen must not be put on the floor at any time. When washing the
linen it is always important to put a capful of bleach in

Kitchen — this must always be kept clean and tidy. Benches must be kept clear.
Rooms — must ensure residents keep rooms tidy —open food items are not to be left
lying around, rubbish is taken out of room etc

Rubbish — this is to be collected from every room every day by the
manager/caretaker and a visual check of the room carried out at this time. The form
must be noted to show that this was done

Cold Food - Fridge/Freezer temperatures are to be taken every am and pm and
recorded on sheet provided for this. If you are not sure where sheet is you need to
ask. Temperatures are as follows: Fridge 1-5 degrees ok — any different must check
again and if still different, need to look at options, like fridge temperature control
too high/too low? Freezer-18 to -21 degrees — any variance from this must be
checked again and if still different options need to be looked at. Cleaning of
fridge/freezer must be carried out weekly and recorded that this has been done on
the appropriate forms.

Hot Food — Temperatures of the hot food must be checked each day and the
appropriate form completed. When cooking food it should be 75 plus degrees and
for reheating food it should be 82 plus degrees before serving. All houses should
have a probe to check the temperature with.

| have received and understood the training as shown above:
Name:

Signature:
Date:

Trainer’s Signature:
Date:



Appendix 1 - Organisation Chart Showing Lines of Responsibilites

CAMERON GUEST HOUSE GROUP

MANAGING AGENT

KAMRAN AKBAR & NEIL ELLIS
COMPANY MANAGERS

SARA MISKIMMIN
JENNY COULBANIS TEMPORARY ACCOMMODATION
OFFICE MANAGER AND TRAINING MANAGER

B&B MANAGERS |

CENTRAL BOOKING

SYSTEM | CLEANERS
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Appendix 1 - Staff Training Log

STAFF TRAINING SPREADSHEET

STAFF MEMBER

Induction 6 w'f 6mth Fire
and/or Staff Fire Training Induction Traning | Supervision
Refresher Handbook /Refresher Review
Follow Up
09/10/12 v 09/10/12 | 20/11/12 Apr-13 Feb-13
09/10/12 Vv 09/10/12 20/11/12 Apr-13 Feb-13
14/01/13 v 14/01/13 to follow Jul-13 Mar-13
18/10/12 v 18/10/12 29/11/12 Apr-13 Jan-13
07/11/12 v 07/11/12 |w/c21/1/13] May-13 Mar-13
07/11/12 v 07/11/12 |w/e21/1/13] May-13 Mar-13
09/10/12 v 09/10/12 | 20/11/12 Apr-13 Feb-13
14/09/12 v 14/09/12 | 25/10/12 Mar-13 Jan-13
14/09/12 v 14/09/12 | 25/10/12 Mar-13 Jan-13
14/09/12 v 14/09/12 | 25/10/12 Mar-13 Jan-13
21/09/12 V' 21/09/12 01/11/12 Mar-13 Feb-13
08/11/12 v 08/11/12 08/11/12 May-13 Feb-13
06/11/12 v 06/11/12 |w/c21/1/13] May-13 Mar-13
08/11/12 v 08/11/12 |w/c28/1/13| May-13 Mar-13
14/09/12 v 14/09/12 | 25/10/12 Mar-13 Jan-13
07/11/12 Vv 07/11/12 |w/c21/1/13] May-13 Mar-13
24/10/12 V' 24/10/12 |w/c21/1/13 Apr-13 Mar-13
24/10/12 Vv 24/10/12 |w/c 28/1/13 Apr-13 Mar-13
07/11/12 V' 07/11/12 |w/c28/1/13| May-13 Apr-13
06/11/12 v 06/11/12 |w/c28/1/13| May-13 Mar-13
30/08/12 V' 30/08/12 27/09/12 Dec-12 Dec-12
30/08/12 v 30/08/12 | 27/09/12 Dec-12 Dec-12
21/02/12 V' 20/01/12 30/03/12 Feb-13
25/10/12 |w/e28/1/13|] Apr-13 Mar-13
20/08/12 V' 20/08/12 04/10/12 Jan-13 Apr-13
08/11/12 v 08/11/12 |w/c28/1/13| May-13 Mar-13
02/07/12 Vv 24/10/12 |wy/c 28/1/13 Apr-13 Mar-13
07/11/12 v 07/11/12 |w/c28/1/13] May-13 Mar-13
07/10/12 Vv 07/10/12 16/11/12 Apr-13 Feb-13
08/11/12 v 08/11/12 |w/c28/1/13| May-13 Mar-13
10/10/12 Vv 10/10/12 21/11/12 Apr-13 Feb-13
06/11/12 v 06/11/12 |w/c28/1/13| May-13 Mar-13
12/09/12 Vv 03/10/12 30/11/12 Mar-13 Mar-13
v 31/10/12 |w/c21/1/13| Apr-13 Jan-13
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Appendix 1 - Staff Training Time Line
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Appendix 2 Survey Report for 26 Pilrig
Street, Edinburgh

Survey carried out on Wednesday 30" January 2012 by Scott Russell, Public Safety,
City of Edinburgh Council.

Fabric survey requested with particular attention drawn to rear steps and mutual
chimney stacks. (Reference Licensing Sub-Committee 14™ December 2012)

The property is ‘B’ Listed and falls within the Leith Conservation Area.

Front Elevation
e g

Figure 1: Lower ground boundary wall Figure 2 Front dormer window

Figure 3 Front gutter
The front elevation masonry window ingoes and all windows have been recently

painted. The stonework to this elevation has been repaired in the past however
shows wear similar to other properties in the street and does not cause safety
concerns.

The boundary wall leading from the lower ground area is in a good state of repair
however the masonry paintwork is now tired. | understand from the painter on site
that this wall is to be re-painted imminently.

The chimney stacks to the front elevation show signs of wear however are no worse
than many of the chimney stacks on adjoining properties.

It was noted that there was a small amount of vegetation growing in the gutter
however the owner assured the surveyor that this would be remedied shortly.



Rear Elevation

igure 4 Rear steps

Figure 5 Rear right dormer and gutter Figure 6 Rear left dormer and gutter

B

Figure 7 Rear left mutual chimney stack Figure 8 Rear right mutual chimney stack

The rear elevation masonry shows signs of recent repair. The pointing is in good
condition and a number of masonry repairs have been made using natural stone.




The rear steps have recently been repaired and the painter confirmed that these
would be treated shortly.

Of the two rear dormer windows the left appears in a good state of repair and the
right requires remedial repairs and re-painting. Again the owner confirmed this was
in hand.

The rear gutters have vegetation growing within them which is causing the rainwater
to overflow and water stain the rear stonework.

The rear chimney stacks require remedial stonework repairs.

The owner confirmed a scaffold is to be erected to the rear which will permit access
to paint the dormers, clear the gutters and to be able to carry out chimney repairs.

SUMMARY

Repair/ cosmetic works were being undertaken at the time of survey. The
completed works were of a good standard and all defective items were discussed
with the property owner who confirmed they would be attended to shortly.
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Oty of fdaburgh Couacil,
Oty Charrbers,

289 Wgh Sareet,
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Dear So/Nadam,
19" Avgust 2012
RE: MMO application 26 PMirig Street, THE

As immedate neighbours 30 /o 26 Pl Seet we Cont e 10 be extramsely tnbappy with the way that
this homaless accommaodation ik Selag rua. Our reasons for cbjecting 10 the agplication of asother Scerse
are 3et out In thio ermadl.
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Athouagh inthally st 5 cause for concern, e we usdersiood that the granting of an HMO licerse moant
1hat redmbie and suitadly rained s1afl wondd be in charge, this now Nas become & serious problem. As
ated In the avtached report [amal 26 Pirig Street, inportant deadling 20™ August), the management
comparnry bas adimitted 10 oot employing sutably treined staff, Some members of e bawe staped for o
longer Than 3 couple of dirys leireng £ untiend who & respoasiie for The running of The premises  Toom
chate with them we saderstand that thel conditions of work are thaasc with Bttle or no seppart olfernd.

We 2w ppatad 10 the Gasval tresnment of the ervglovees of this cerrpany. which coudl sffed vwiseradle
persora staying 3t e prominer. & has oo had 3 serioos negative IMaact on the immediate neighbours

O soded rmadbes i meghdear’s gavden
Recently uied seedies and other dug garaphemalia were found in the baremen of ro 14 which was

repariad 16 My Brown, Houskeg Oficer. {Soe rappertl  in shorl, however, the respinie Sy the
MINAZAET A0 COM parry 10 TS serious haath rich to the famdly Iving There was uscambactony, factusly
mcarrect snd rude. Furthermore, £ doe not gve us neghbours 3vy 1asos 1o beleve it the
INAZEMENT COM pirvy 42 remolely nleresind i» mas rfaieg good refations. someiimg which we belirve
50 b an eoaantial parT of ruaning this typs of prars es wcomstady.

Prasr s ol progerfy et e rad

Mo 26 contivees 10 ok S2blyy with urmmesbed windony, pasteg pantaort sed veadbace Carpets. Only
when tho HMO lconie renawal NSthon went Up Bl 1he Zarden recaive any malntenance. Otherwise the
ram i cul ne mere ofien e tadce 8 year. 523 can™ go nlo the garden bacaue the theps down are
FOTRN Ay, A slatuary commeny chimsey regelr notice was ignored by the managerteat corpeny for
(e 5ast § yaars orvill tha st of po M reveetly s Tor 1ha repiart oot We cossder Ihete prermvses
53 Umpuzadie olace 10 A0css Domabeis Canpin,  Aihiss oty ChaGna lived doa'T need 3y Nrther diarray

Ne woukd bae o rphight et local rencderis Rase objectad 5o e parsowlar peereies beveg Rescced for
R O S veavs v M ave sapobhed plenty of evidence that The managamant compiryy & umast eble for tha
e 0 . W yers proemiaad 1T an MG Beearte WO resabd aevy e, Teoulile aed OOl A%y
COMEETeIrBomt. W e 00t ooy wely GRagecnd o0 that this has aoq Dees 1he e, Mt are battiad Inar
2 Coenct! contirnacs 10 car the torvices al this masapment compoasy,



Fiely we would lhe o make 8 geseral paint: Lhers ara alroady toa many bormelent hooteh at 1he top of
PiNg Sveet, wihich is having @ segathye el on the road. The police come Caling regulinty and people
under the sSusace are Ao 3 common Sght. While we are very hagpy 10 welkame pecple who need »
rocf ower ther head, we object 1o havieg J howels to clowe together, apecislly If they are badiy ran. In
ouf opinsoe The Count urgently needs 00 overdaul Ity homeltss sccommadeon S0ty [0 ermure the faw
vt o 0 0ad oFf horvaless Dostels ot al of EArdargh. tighies The ragulations and aesare tha
only reputaio onganizasions are liconwed to carry out thiz type of sarvice

W would Mue 10 #%0rm you that we 250 sl De taling this ssue v with Leth Ceonnral Comwmanity Councd
and our local Coumclon,

§ ook farwind 10 hearing Trom you soon,

Yours fantvhady, %“E& &)",W

cock aod Crarkatie Drcombe R —
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mare locatad n 3 mare witable area with mare sperienced
sta¥, After speaking 10 the councl | lsarnad that this
information was absclutsly felse and that while Acom Lodge
haa & 2000 1olarance of druga acd alcohol on the premizes,
sedd will Book aut any residents found with these substances,
due 10 data protection the council cannot release any
information to the compeny about whether resdents are
suBstance abusers or o any other risk to thelr neighbours
ard communay.

| wins also 22l by the corpany that the rmasager at Asern
Lodpe conducts dally weerches of the rocms to ook for any
contraband subitances, nchading checking under mattreswes
0. However, the manager indormed me that when ™e
residents suspectod of being responsible for the discarded
neodies left the premibsss, thek rocm was Wered with
nesdies and drug parsphemalis and tad taken thres hours %0
chean up. This ralses the question of why this was't noticed
sconer I the 100ms were being chacked. | was informed
leter by Nedl Elbs, the comparny’s sres meneger, thet the
manager of Acorn Lodige had ot Been conducting 8 thorough
napection of the rooms as she was ursure of right 1o do o,
He noted ™at this was dee 1o the marager’s lack of training
and sxpecence which had Deen a cause for concem for sorme
tirme. He also soled that the ceuple [ely to be responsbile
wers kacwe 1o the compary that rung Acorm Ledge and were
wpzosed to be barred from any of that company’s
reskderces due 10 previous anti-social behaviour, Nell
nformed me that if the manager had been Sotler traksed and
nfocmed then the would have known not te book n thete

Pocpie

| woukd abo note that after sy inntial disoussion with head
office n0 0N froem the compary called 10 update me of 1o
300 If thare mere any further sues . It took three days and 3
number of massages before | was contacted Sy Nel Elis who
H50ed me 1hat Mo woukd sand me an oomail 1o inform me
the massures thet wers baing put i place to halp miremige
he chance of somacking samiae happaning again, hovever
lowr wealhs Later A0 0ne rore 1he company has bean |
1owch. | twoudd Sk 2o amphatioe that | 2ave foond the
raponss from walf at the heaad cfice o be at tirmes
snheoful misleading anT sven offensve. | Neve Telt af times
that el dubelioved that | “ad n lact found aow neegies and
At 1y covid have come fram thsr propermy, One member
of seall asciairmad haey sirenge i 'Aas U1 I coadisn had
Tioates into our pardan (rom e adjscant pronerty,

SN s
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b ah Pewt Mesaage vt it

My mals cencerrts afe the lack of communation and
organization within the comparny;

o The ek of communication betwesn head cffice and
Agern Lodge

w The bk of cnderstand ng and igrse=est between the
marager and the compary cf the rols ard duties of
BA3 manager

o The company's failare 20 address the manager's lack of
tranng and expenerce when they ware fuly sware of
this lswe

* Incongistent and inaccurate information pven By both
the manager and stalf at head offce

o What feek lite a general contemet and daregand for
reghbours and members of e lecal community nho
are aMacted

In my opinion 3 company that cannot manage or orpanise it's
own staff s a0t an apprograte company 10 suppPert
vuinerable aduks in owr community and puts both the
coMmunity, and the retidans thermdelves, 31 Consideradie
rish,

From: Nicky Srown

Sont: 24 iy 2012 1558

]

Ce:

Subject: Acorn Lodge Guest Mouse

H Loa,

Thanks for coOtacng M Sal weak 10 iscuss the I53Ues Wound B Acom Looge Guest Howse

Wa naceived 3 Lirhar angury Yom ancther of your nesghbours and | Fave copied her méo T
1000780

| ran coniers follore ing Your sl anguiy PIat the “ousng Cfcer for ths prooerty, Dava
FOONSON. COMALCIST AN M Rsigation, ot NOLEN Nl wild 0 yOur SAaderty ANd 20N0e)
N3t 59 neeciy ound I yaur givden was Maly 15 Save Deen disposed of Dy 4 Tasdient of e
AQOIm L0000

Sofoweg LS NCEIANE 29 Ve NAE 3 AUTDN Of GECLSEONS wilh BN 0wy, MANSJHTIvK 18
N Fa¥ Fom " ACOMm Lodde, e hive Sacudded onth [N specicaly

* Tho acauxacy of I sicrmaaton which youi cocerved frsm hwe Carraron Gues! House

T
¢ 10 lewl O Citlicere© 3arvics You tecaived bam 'he 2bows comoayy

B L N L L Tt e i L A I VL P e s T L S D B I I B R T wr bt



Sorm Pt Fevage SN2 IS

o The nood 1 efsure A% Sapoaal Metiiies sl the prosenty
* A range of measae deigead to, if posaiie, Auther masimias rk

Dardd has Informad ma thae he will visk you 5000 and provide Laner cefadls, £ roguired, on thase
BaUes and he aCLONS reQuesied

i you reguire anry Arther SonTasion please do Aot Destate 13 COrLact me.

Hmgerta
Nociy

Nicky Brows | Sesior Hosaing Cficer | The Cty of Edeburph Councll | Mostels and Tamporary
Ascommodation Service | | Cocbum Steet | 0131 525 7350

This erdd andd Nles Sasamtind mith £ aw confidentiel and are imtended for the scle e of the
NV O SrganEtion 30 whom they e addvessad.

I you hawe received this oMall In error please rolly the sender immedalely and Oclele L mihout
wing, copyry, doriy, formarding or daciosng s contiarty %0 any other porson,

The Counct has endesvoured 1o scan this sMall mestage and attachments 12 CoMpUter vruses
and wil nok be Radie for any losses incurved by the sedipiest

R AR R L L e L e L L L L R R L - LA AR L S S Al
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AP L Bvpety Wbt

Loy ot S gh U
Ciry Chasnhary,
149 'ogh VUreat,
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O At 13
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LOEN
AL mrreedate meghtoun U na 16 Pileg et ave covtios 13 B0 satromsly ttappy with U way that
P Mol sy scotnOdation B Bt Dur resoarm har alyacteg Lo e spolcation ol soiher Losras
SR 0 s eeved

Frequent hwrravet of 1M Ut e/ umtrsined tial?

ARSOagh B ialiy 0t 0 E e SO0 CONIM, ot Wit AR Loo] Tt Dee grasting of &t =AA0 I trine e art
A rwlabhe 1iad suitatty 1ated 2011w AT Ll N1 DN e D DmOste 8 aeriens DIORee AY
statad in the attached tepant (emad T Plnyg Ureet, amrent st destine 207 Agguat), Ihe imanageriest
corrgrany Aat atwrtted fu med arofoyeTe tetatsy traned et eme mewders of it Seur staved for ea
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POryns Sayeng #1 1N pressiies N Ran M Vel 352000 A ragative B! o0 The e flene ey e

Tucanded nreden in reightour’s gardes

Sncerttly wied rpadies ond sthet drig i saberheke v Fooret i the bttt of s J4 alih o
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CAMERON GUESTHOUSE GROUP

KA MR
CAVERON GUESTHOUSE
Tl
Ta  HMO Licensing Commities 25" Jarary 2013

CC.  Ncky 8rown « CEC Temp Accommodation

Cameron Guest House Growp (CGHG) & the Managing Agent for several HMO
mwmmunmwcec Tewporary Accommodaton for Emerpency
uAa only

There is daly communication with ol House Managers suppiomented by rotated dady
daylaevaning visits by Company Supervisom and Managers nciudeg our Temporary
Accommodason & Traning Manager, Sara Mskimmin, Manienance Staf and mysel.
THhers &% S.ppemarticy ciy and night visks camad cut by other Managers of CGHG,
Housing Officens from Temporiry ACCOmMMOAaton Unt and Sisc ad hoc Papecions
camed out by the Scotiieh Mousing Reguiator.

Eviry meaang asch property i Contactnd 55 confirm vacances, ootan Ncdent reports
¥ any and MaNtenance ISSULS are raised and rpoorded ot s time

Mantenance is coordnated through our Mead Office and schoduled on a prority basis
with ol Secvcr Maragens nosfnd

24hy CCTV moricnng and recording ooours Troughout our porfollo.
Each peopaty has 24 hour on ste managemant prasenca s our Contral bookang 4
Head OfMce are locaned in Leth. 241w emengency COntacts o ovallatie and on st

by and we have a dedcated podl of stall 1o cover holdays and scress

Our ndhouse Traning Manager camias out Al nduchion, follow up A Al reguaiony
anng other on sfe o In our Traning oom ot Head OMce Coples of our ntamal
ERANG CONME And Schadude an nciuded In Pes pack

Datly cortact Is mairtared win CEC « HMOD and Temporary Accammadaton and
OOV vy meetings &M S0 camed out

Shoud pous Pave afy TUar UENoNS OF CONCHME. pledds 30 NOt Pasilete 1O Cantac
me.
Sncersly yours

Ned E0s
Cenary Monager
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CAMERUN GUESTHOUSE GROUYP
ACCIDENT/INCIDENT RECORDING FORM

wd, °u. l.“.l.....l.‘.‘.“ll.“‘....‘o sesss s . an o

Detalls of the pensco who b e madject of (e convem Namo & Addeess of Witseas
[T o . . e

Vera sy axiamal bodies ineched? YeoaNo
If YES' please give datals & Cutocmes
Cutooma Furtey Reconmendation

£ 0 1 | I S SR T R

Flrase now place in lnoidant Rapavt Fily



HOUSE RULES
.mu‘m x&"m.‘............................"......................

LAAA AR LA AL A A A A A AR A A AR AL AL LA A Al A ARl Al ALl il Al b il

1. Vwe will sot canse any noase, suisance or disturbance at or = the vicinity of the

peoperty.

L'we will keave the Keys upon departare of the busldag aad collect upon retum,

l'we will not commit or allow mombers of my/'our household or persons visiting

me'ss # the above property 30 commd any act of vinlence or any form of

harsssment towards other occupants, neighbors or staf,

Vwe will not enter other poople's rooms spartments.

Fwe will have no unauthorised visitors = my/'our rooes

Liwe will not aer, docorate, paint or dassape sy part of the property.

Pwe will not keep any animals or pets within the property.

L'we will occepy the property ¢ach meght unless permission for absence has been

obtzined from the City of Edisburgh Cowncil Temponwry Accommedation Team.

Pwe will agree 1o vacale my/our rooss'apartment for a reasonable period whilst it

is being cleanad.

10, L'we acknowledge that it may be necossary for managoment reasons for mo'us 1o
be moved 1o ssother room or spartments within the property.,

FL Dwe will allow entry into the apartments/ rooes o random sparmmest chocks,

12, l'we will ot bring alkcobod into the building.

13 I'we agree that all the clectrical appliances will be switched off when not i use.

14, l'we agree not to tamper with say e fighting oguipmest within the apartments,

15, 1'we agree ot 10 smoke o the communad arcas.

16. I'we agree not 10 use or bring into the peoperty any illegal substance.

17 Vwe agroe not 10 use the property for any illegal perpose.

15 Vwe agroe not 10 theow sy itoms oul of our window's

19. l'we agree 1o adhere 10 the curfew time whech is 11pem

200 1'We understand that should 1'We be in becoch of sy of these Rules, then, L'we
may be required to immaodiately leave and vacate the property.

-

.

Sigaature of Roudont x

E ¥R

Monagors Ngnaturg: . . —




CAMERON GUEST HOUSE GRODUP

KAMNRAN AXBAR
MANAGING AGENT
NEW TS
GENERAL MANAGER
/ \ SAZA MISEOMASN
JENNY COULRANTS TIMPORARY ACCOMMODA TION
O MANAGER AND TRAM®NG MANAGER
\
\
\l
v [Taan masinGins | \
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EMPROWOd I ey, 1 SROETY ACCOMOZanon ALKy

1. Towr of Buliding:

3

Managers are 1o thow the relief tal! member sround the bulidng and the fre
SVICUITION Dracedures ahen ey arvive for Thesr ohift,

1. Condtions of Umployment:

3

[}

h

General Mours of Work
Ermployed 35 rebef S1aIT and howrs well wiry ~ might Nt will be inveolved
Salary and Condtor
per hour
Dress Code
Ovess code s Mt Casead due 10 cleaning dutes
Probationary Perod
4 woeks trial, 3 months probation period and if everything i satalactory after that
they wil be offerad 3 permanent poution.
Outfine of position
To erviure that the redidents are provided weth & sale and secure ervironment
Dy to day dutien are covered below, Socking residents n/out, deaning, Souse rules
et
Where £rs in Organisation
Explaned about the group and indhwiduals reponubiitien. Reports deectly to
Terporary Accommaodation Manager but if any issues they thould contact other
Serior Team Members
StaHl Fandbook
Caven to read and form ho be ugned and retursed
Timesdteets
Ergdaned how 10 COM piete Brreneet and enierr pie of Cne Pven

1. Paperwork:

a

h,

[

Explaned [he irrportance of tompleting e BAS dary correctly. Recordng dady o)
reudenty, rvoet and viniors 10 the Premives

Weokly Sheett are completed and weet 10 the offce on 3 Monday, Lapiaines the
seed 10 have these corrpieted correctly rom indormabion n the Sary

Room Irventory M 10 be donw ewery rronth w0 theve n an up 20 date record of what
5 on the premeses

Lifen arerary o 50 Be done every 3 months o0 Bhere v an U 10 date record of
AL on e prermivey



0. Mantenasce o reported on a dady Basa. A sheet i completed and sent 1 the
office on 3 Mornday. Anything urgert Mhe brekages, lesks etc thould be reported to
the office mmradiately dunng the howrs 2am - Spm Monday 1o Frday. » e case of
afry ernes pency Outwith these Bours Savd o 0fher Semior Managers are 10 be
contacted

& Booking Residents v

s

[N

7,

A During the hours of Bars Som Monday 10 Thursday or Sam - 3:40pen Fridy, Bookings
are made by the Terrporary Accommodation wrvice theough e central resarvason
kne at the cffice. The oMice then contacts the guest howse and aavises them, At any
Othey tirve the Out of Howrs service will phane the houses drecty

5. The perion Bocked in must be noted n the dary under (Socked In) showiry the
tirme of the bocking, the name of e revident and the name of the perion ot
booked the reudent in

€ When the resdent arrives pou need b confirm that The person is who wins booked
i [ash for their paperwork )

d. The resdent/s is then taken through the houte rules by the manager. The
reddent/s must be told what day thewr room is deaned and that they must vacate
the gremises Between the howrs of 10am and 20m 1o dlow this 10 Nppen. The
Manapet and residont/s then Sgn two copies of the houte rubes and one s given 10
the rewdent/s. The other s bept on e,

o, The resdent/s infare shown the dining room advised what time breakdast is ang
then SHown 10 el Foom. When 3 the resdent)s reom the fve evacuaton
procedures must be explaned verbally 10 the resident/s. If the room s not en sune
the resdent)/s must be thown where the foarest Sathroom i

L Diary 10 Do updsted with name and reference number of reddents

Soundaries

Al sl e you munt temermber that you are ermployed by the group and that it s your
responubibty 1o provide the resdents with 3 clean, safe environment. You must be
professional 3t 3 Bmes and Not Baouss e Dutineis with the recdents. @ you have an Bowe
then you need o COMMt Tomp Accormmodation Nasager and il you are not hapgy with the
decnion/outoome you cas contact the General Manager. No wtaff mamber is to socialive
with residents on or off The premices,

Viutor to the Property:
Parsonal wisions are not parmtted during working hours, Thic induges sta¥ relations,
friends aosdiIai¥ a0t On Wt 3t The e Oferty.

Food:
The food | InCMng Orange pade) O the property o Ao the rendests. S1aT are 10 e thar
ran food) denk when working Wty



A Sleepovers:
There is 10 be o smoking on the premses Dy st 1t s againgt e Law 35 this s your
workplace. Ad s1aff are to sheep in rooer Slocated for siaff Lo sheep in

9. Cwlew
Curfew i5 1100 HOowever, 38y reibdent ceturmng 10 the property after 11om is 1o be let into
the bukding. I it s necowsary B0 bock the resdent out, 3o w0 n the morning.

10, Confdentialiny:
AR 1o time i3 2y information to be pvens out to any third party (Inchading Saivaton 2eey)
abost ary revident reukding on the property. This indudes peaple phoning clairing 2o be
the residonts mather, Uster, partner etc. 'We do not know the reason the gerson is in the
BAE 10 people Coming 10 the d00r ooking for Them must Be 106d that we are 1Ot able 10 give
Information out as 1o who is ia BAE Asy quettionm or concerm divect thes 10 the Office.

11 Booking Reddenss Out:
A Aresdent can be booked out for several reasons
L Courcll requested they be Bocked out
L MacagerCaretalosr boocked them out due 10 dscbeying rndes
Bl The reddent booked themselves Out
B, Whenever 3 resident is booked out the room must be chached 10 ersure there 14 80
darmage 10 the rooe and nothing hin been taken. Preferably, ths Sould be done
with the resident,
€. The key must be collectad from the resident
A 2 manager Dooks 3 PErson Out an InCkIent e st De comrpieted becauie
residents should cnly be bocked out by managen if an incident hat occurred.

11, Dady Duties:

Prepaeng and cocking breabfast

Clean the dining room and kitchen

Updating ®e dary seh the reddents names for the day

KAOWANg what 1o are vacant/'aiTine and when then olfice phones each rmormng

sdwtiing o of this (the oMice phones Monday to Inday)

Tha Tersporary Accomeodation Unit of the councl phones svery morning Monday

10 Fiday 10 get The names Of everyOne staying 3 The prevmses. AL ths Drve you

e e councl of any redent/s et were booted out overreght of you sre

Bocking cut thae day. AL the weektend if arvone it DOcked oWt Yoo Mt contact Owe

Of Hoar's and 20vise Them

1. N Bathreoss ire b0 Be deaned thoroughly onde 3 day and once & sight

Ihe foyer area rmust be cleaned onoe a day

The 100ms ™aR had resadents DOOkad aul Must De deaned and anvy relreihes Ior the

A1y 50 Be done [see rmemo dted 157 hune 2012)

L When the post i delivered you mest o Shrough it and put the T00m number on the
OO0 1O Ay DOSR TOF QTent fesalent. ¥ the readent na longey resdes on he
roperty the erveiose rmust e noted Metum fo Semder™ vl nonted. f the

anws

.

Fo



reudents are in when the post is delivered you must take it 50 there room and f the
resdents is Out The DOt IS 10 be gven when they retum and collect Meir Ley

11, Phone Cails
a2  The phone bne is 2 business loe and Serefore 5 not 1o be ysed for any personnel
calh

14 Laptopy/ipada/phone etc
3. These ave not 59 Be usnd duning pakd working howrs

15 Weekly Duties
3. Food/Supply Order ~ this It done once 3 woek and is sent o the office on a Mondyy
b Stationery Dous be ordered on e Food/Supply onder
€ Weekly Fire Ohachs
Contral Poists
fire Extinguivhen
fire Doon
Escape Roytes
Dunly room chedch - each diry when collecting the rubbish from the so0m pou
should do a visual thech of the room o make wure o chay. Seiches have
beon tuned o, room in goad repar, f0 cooking eguiprrent In room etc
Weebly ridk auessment
Rubbesh Dins ~ 10 be put out for collection
First Aad Supphies - 10 be heched woekly and asything needed should be
requeited on the food/supply order. Lint attached showing what thoud be
In First Ald Box.

s ¥Fp,

s

16 Fire Ohechs:
The vtall member on dutty the dey any Are checks are 1o be done mant carry thees out.

17. Reporting

A Inddert Reports « Ml nodents must Be teporied and 4ol %0 the olfice

5 Actdent Neports - all acodents cauuing iryury no matter Sow umall i1 to be recorded
nd reported

€ Police Viats ~ 3l pobce vils 00 The property Mant be recorded n the Sary, whether
they hive been caliod By Manager/Carstater or the police Save come 10 we 2
revdent or check wha Is on the property, The date and time of the vt must be
recorded i the dary.

4. Viilor Reprater = wstons 10 Ihe progerty need [0 compliote the wilors fepvier « i
rmeam 100l worben/wupport workers wting the premmes. confractors not part of
the roup

15 Monthly Outiex
A Emengency Lighting check



19. Meaith & Safety:

a

-~

Fe

Cleaning — when cleaning gloves must be worn at a8l times, & Is important hat yoo
Chech 3 100m Carefully 10 avoid Stch njurnies. Never ant grab bedding or erms out
of drawers.  Drugs/needies can be found in the herm of curtaieg, holes in sattresses
undersesth drawery, taped to back of drawers etc. When sorecne i3 bocked out it
15 Important 10 check the roOom Thoroughly. AR r00ems are 10 be cleaned 35 per the
letter dated 15/06/2012 winch has been given to ol stall,

All roorm are to be checked briefly daly 8o emure the guest s ohay and /O sues
with the room.

Lepionelda’s — 3 shower Neads Mmust Be deared and soaked thorowghly with bleach
0 Bot mater, thes cissed with hot water mabing sure they are drined thoroughty.
Thia is 1o be done ewery 6 months and recorded.

(ralienging Bebaviour - please read the Camencn Guest Mowe Group Mandbook for
further wdormation.

First Mg = DO you know where the first ad Doses are.

Linen ~ diean knos must aot be put oa the Boor at any time. When waiheg the
Foen it is slways important to put a caplhul of tleach in

achen — this mant Jlwarys be bept dean and tidy. Benches must be kept clear,
ROOMS = MUt endure resdents heep roonms Ldy ~open ood Aerms e not 1o be left
lpg around, rubbesh o talben out of room et

Rubbish - thin is to be collected from svery room every day by the
manager/caretaker and 3 visual check of the room carried out 3t this time. The form
Mt Be aoted 10 Bow that this wis dore

Cold food - Fridge/ireeser tormparsbures Me 10 be tahen every am and pes and
recorded on sheet provided for this. if you are not wure where sheet Is you need o
k. Temperatives are 3 olows Fridge 15 degrees ok — any diterent must check
A2 and ¥ 58l dfferert, need 10 ook at options, ke Iidge temperature control
220 hghV1oo low? Treerer - 18 80 .21 degroes «~ Arry variance from thes must be
checked again and if 1l diferont sptions need 5o Se locked at. Oeaning of
frudge/Treeaer must be carried out weekly and recorded 1hat this 2as been dore on
e pprogniate forms,

Mot Food « Termperstures of the hot food rmusk be checked oach day and the
appropriate form completad. When cooling food 2 thouid be 7% ples degrees and
far reheanng food  ouks be B2 plus degrees Defore serving. AR Aouses douks
Nave & orote 10 check the temperature with,

| Aywe received and UnderstoOd the Trenng s thown adove

Name:
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