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ACCOMMODATION POLICY  

1 SCOPE 

This policy applies to all individuals requiring at a minimum overnight accommodation on the 

campus of Newbold College of Higher Education. This includes students, lodgers, guests and tenants 

in Family Housing, Moor Close, Keough House, and Schuil House. 

2 PURPOSE 

To clarify the different areas and categories of accommodation, the purpose for which they may be 

used, and any other relevant information. 

3 PREAMBLE  

Individuals who stay on campus may do so for one of a number of reasons. These may include but 

not be limited to: 

• Students 

• Visitors 

• Staff 

• Non-student lodgers or tenants 

 

 

4 PROCESS 

4.1 ACCOMMODATION RATES  

Are set by the Chief Financial Officer, usually annually, and agreed by the Senior Leadership Team. 

A list of accommodation charges is available via the financial information for students booklet, on 

request from the finance office, or as provided by the Booking Manager.. 

4.2 STUDENTS 

All students requiring accommodation for the semester are to reserve accommodation prior to the 

commencement of the semester through Admissions. 

4.3 GUESTS AND STUDENTS WITH SHORT-TERM ACCOMMODATION NEEDS  

All guest accommodation is to be booked through the Bookings Manager. This includes students 

requiring short-term accommodation for intensive modules.  

• Confirm the legitimacy of the guest. If there is concern, it will defer to the Head of Student 

Life and Chaplaincy. 

• Ensure accommodation is available within the context of the guest’s request and campus 

availability (please refer to the tables later in the policy for further detail on campus guest 

accommodation, including age). 
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• Ask the guest to complete a guest booking form. 

• Ask the guest to make payment for the accommodation – this may be in cash or with card 

details noted on the booking form. 

• Place the name and room on the booking system 

4.4 GUEST BOOKING ARRIVAL PROCEDURES 

On arrival: 

• Ask the guest to show complete guest booking form and or receipt of payment. 

• Show guest to accommodation. 

• Note in the Residence Halls Report any actions taken. 

Where guests have not booked, and arrive after hours, the staff member on duty is to: 

• Contact a member of Student Life Team for instructions. 

4.5 GENERAL PRINCIPLES FOR GUEST ACCOMMODATION 

Guest accommodation is provided at the discretion of Newbold College of Higher Education. Prior 

consideration will be given to: 

• Timely receipt of appropriate registration/booking forms 

• Age 

• Ability for facilities to meet any special needs 

• Risk to the College and its tenants 

• Payment in advance. 

4.6 ACCOMMODATION PRIORITIES 

While all accommodation is available on a first-come first-served basis for students, priority in the 

Halls of Residence will be allocated in the following order: 

1. Current full-time students who have previously lived in the Halls of Residence 

2. Current full-time students 

3. Current part-time students (including intensive students) 

4. Approved guests. 

Moor Close allocations are as follows: 

1. Current staff 

2. Current students – married without children or a single student 25+ years of age 

3. Current lodgers 

4. Intending students who have filed an application for study and who expect to commence 

studies in less than 4 months 

5. New lodgers. 

4.7 ACCOMMODATION PRINCIPLES 

Newbold College of Higher Education is under no obligation to provide accommodation to any 

person and reserves the right to decline any request for accommodation. 
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4.8 STUDENTS ON SCHOLARSHIPS OR SPONSORSHIPS 

Students who depend on scholarships or sponsorships in order to study are asked to request 

accommodation as soon as they have submitted an application to study. The allocation of 

accommodation will subsequently depend on the offer of a scholarship or sponsorship. If not 100% 

sponsored, students will need to obtain financial clearance from the finance office before 

accommodation can be offered. 

Room deposits are payable on all Halls of Residence accommodation for all occupants, except areas 

used by short-term guests. 

Financial clearance is required before accommodation can be accessed. If students plan to arrive out 

of business hours (including weekends), then clearance in writing must be obtained prior to arrival 

on campus, and presented to the receiving staff member. 

4.9 PAYMENT 

All accommodation invoices will be issued by the finance office. 

 

 

5 ACCOMMODATION SPECIFICATION 

5.1 MOOR CLOSE 

An accommodation facility for: 

• Students 25 years +: Single or couples (married, no children).  

• Short term visitors: Guests may have children  

• 11–17-year-old children must be accompanied by parent or guardian. Under 18 policy 

applies 

• Lodgers:  requirement is a signed short-term tenancy agreement. A lodger can be single or a 

married couple with no children. Recommendation over 21 years+. 

Please note that: 

• Bathroom facilities are shared 

• Moor Close has one kitchen which is shared with all residents.  

• There is a parking available around the building 

• Wheelchair access:  Moor Close lounges are accessible for wheelchair users. However, there 

is no ramp access neither is there a lift to go up to the different floors and access to the 

chapel has stairs.  

5.2 SCHUIL HOUSE 

An accommodation facility for: 

• Single students: aged 18+ 

• Guests: Please note that guests who are under 18 need to be accompanied by parent or 

guardian, or if they are part of a group, there needs to be a responsible adult present. 

Please note that: 
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• Bathroom facilities are en suite between two rooms 

• Schuil House has one kitchen which needs to be shared with all residents.  

• All Schuil House residents have access to the lounges. 

• There is parking available around the building. 

• Wheelchair access: this building has a number of stairs leading to the main door. Therefore, 

it is not wheelchair friendly. 

5.3 KEOUGH HOUSE 

An accommodation facility for: 

• Short-term guests 

Please note that: 

• Downstairs rooms have shared bathroom facilities. 

• All upstairs rooms have en-suite bathrooms. 

• Each wing has one kitchen to be shared with all the residents of the wing. 

• All Keough House residents have access to the lounges. 

• There is parking available next to Salisbury Hall. 

• Wheelchair access: the downstairs Student Lounge is accessible for wheelchair users, and 

there is ramp access to the building. However, there is no lift to go up to the upstairs floor 

and the lounges are not accessible for wheelchair users. 

5.4 FAMILY HOUSING 

Is a group of flats suitable for families and couples with children. Newbold owns 18 one-bedroom 

flats, 12 two-bedroom flats and 6 three-bedroom flats. 

6 SUPPLIES WITHIN ACCOMMODATION 

6.1 STUDENTS 

Halls of Residence accommodation will be supplied with a bed (and mattress), study desk, bookshelf, 

chair, and a wardrobe. Students will have use of showers, toilets, fridge, kitchen, lounges, washing 

machines/dryers, ironing board and iron. 

6.2 GUESTS 

Guest accommodation in the Residence Halls will be supplied with a bed (and mattress), linen, 

bedding, study desk, chair, and a wardrobe. There is use of the lounges, washing machines/dryers, 

ironing board and iron. 

6.3 STUDENT FLATS (FAMILY HOUSING) 

Each flat comes with a refrigerator, cooker, bed(s), sofa, dining table and chairs. 

6.4 GUEST FLATS 

Guest accommodation in a flat (family housing) will be supplied with a fridge, cooker, basic cooking 

items, bed(s), linen, sofa dining table and chairs. (Note – washing machines or dryers are not 

supplied.) 
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6.5 OVERNIGHT GUEST IN HALLS OF RESIDENCE 

Students are permitted to have a guest staying in their room with the mattress provided for the 

maximum amount of 6 nights per semester.  

Students are responsible for their guests: 

• Guests must be over 18 years of age. 

• Guest must sleep in the student’s room. 

• Student’s will be responsible for the guest’s meals. 

• Students will make their guests aware of emergency evacuation arrangements. 

• The lending of the room and hall key is strictly prohibited. 

• The student must be on campus during the time the guest is present. 

• Students are allowed one guest at a time. 

• Children may not stay at any time. 

All overnight stays must be approved by the Head of Student Life and Chaplaincy, or in their absence 

a nominated member of staff. 

The guest is the responsibility of the student and the student will be held responsible for any 

behavioural issues or damage caused by their guest. 

To request permission for an overnight guest the student must follow the procedure below: 

1. Complete and submit an Overnight Guest Request Form  

2. This form must be completed and submitted at least two working days (Mon-Fri) in advance, 

preferably one week before arrival. For weekend guests, forms must be received by the 

Student Life staff office by 10:00 am Thursday morning. 

3. Have the roommate send (if applicable) an email of agreement at least two working days 

(Mon-Fri) in advance, preferably one week before arrival. 

4. Request bedding (e.g., mattress, pillow) if applicable. Students are responsible for washing 

bedding after use. 

5. Student must receive confirmation that the stay has been approved, this will be sent via 

email.  

6. Sign the guest in on arrival in the visitor’s book. The guest must provide photographic ID and 

proof of address. (This will be required to permit the guest to stay). 

7. Sign the guest out in the visitor’s book on departure. 

Terms and Conditions: 

A. Requests for overnight guest will be not approved if: 

a. The student is being investigated under the Disciplinary Procedure. 

b. The guest has caused damage or behaved inappropriately on a previous visit. 

c. The student has used their quota for guest visits. 

d. Two working days’ notice has not been provided. 

e. The form has not been completed correctly 

B. Students found with overnight guests who have not been approved may have their right to 

have guests suspended and face disciplinary proceedings. The guest will be asked to leave 

the premises immediately. 

C. Where the guest of a student is causing disturbance or issue to other residents they will be 

asked to leave immediately, the student may have their right to have guests suspended and 

they may face disciplinary proceedings. 
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D. Students who reside in the Halls of Residence are not permitted to have overnight guests of 

the opposite sex. Any guest of the opposite sex found will be asked to leave immediately, 

the student may have their right to have guests suspended and they may face disciplinary 

proceedings. 

 

 

7 GUESTS CHECK-IN/OUT 

Check-in is from 14:00. All guests are required to check out by 11:00 am on the morning of 

departure. Changes to the check in/out time may be arranged with the Booking Manager or Student 

Life Team. 

8 GENERAL 

 

8.1 Tobacco, alcohol and illicit drugs and drug paraphernalia are not accepted on campus. Any 

guest found to be in possession of these substances may be asked to leave, and the 

appropriate authorities will be notified. If this occurs, any accommodation fees already paid 

may be forfeited. 

8.2 Accommodation is not to be used for conducting personal business. 

8.3 No illegal activity may be conducted within the premises at any time. 

8.4 Students, lodgers and guests who do not abide by the policies, regulations (including 

tenancy agreement) and ethos of the College will be asked to leave the accommodation 

facilities. Fees paid may be forfeited. 

8.5 Meals are not included in accommodation pricing unless otherwise stated. 

8.6 Schuil House has designated corridors and rooms that are reserved for female and male 

residents. Students, guests, and lodgers are not permitted into the private corridors and 

bedrooms of the opposite sex. Students found breaching this will be subject to disciplinary 

action which may result in a request to leave the accommodation permanently. Guests and 

lodgers breaching this may be asked to leave the campus and accommodation. 

8.7 Students who have a television in their room, or use the internet to access television 

programmes, are responsible for paying their own Television License fee. 

9 PROCEDURE FOR DEALING WITH ANY BREACH OF TENANCY AGREEMENT 

9.1 If any member of staff of the Residence Halls identifies or becomes aware of any breach or 

suspected breach of the terms of this Agreement, that member of staff will decide (subject 

to clause 10.1.1) whether to: 

• take no action; or 

• discuss this with the tenant informally; and/or 

• refer the matter to the Head of Student Life and Chaplaincy. 

 

9.2 The matter will be referred to the Head of Student Life and Chaplaincy circumstances where: 

• the tenant, anyone living with them, or their invited guests have breached the Agreement; 

and 
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• that the breach has resulted in damage being caused to the accommodation, the residence or 

any residence grounds. 

 

9.3 If the matter is referred to the Head of Student Life and Chaplaincy under clause 9.2: 

• The tenant will be issued with a letter to attend a Disciplinary Committee with a 48-hour 

period.     

• Where the matter is sufficiently serious it shall be referred to the College Principal. 

 

9.4 If the breach or suspected breach is referred to the Head of Student Life and Chaplaincy, the 

Head of Student Life and Chaplaincy will deal with the breach or suspected breach. If s/he 

decides that the tenant has committed a breach, this could result in the calling of the 

College’s Disciplinary Committee. 

10 PROCESS ON ENTERING AND SEARCHING ACCOMMODATION ROOMS/FLAT 

There are several grounds under which Newbold College of Higher Education may need to access, 

enter, or search a bedroom/flat in College residential accommodation during the period of a 

resident's occupation licence. These include but are not necessarily limited to suspected breaches of 

the Tenancy Agreement; room/flat checks; maintenance and cleaning. 

This policy relates to the activities of the Landlord and does not concern building monitoring and 

maintenance visits. 

It is recognised that there is a substantial difference between accessing and entering a room/flat, 

and conducting a detailed search of that room/flat, the latter being a more active and intrusive 

investigation. There are therefore different bases for these two kinds of actions. 

10.1 ENTERING A BEDROOM 

The Head of Student Life and Chaplaincy/Landlord (family housing) has authority to enter a 

bedroom/flat as part of the normal conduct of their day-to-day activities, which broadly include 

pastoral responsibility for residents and visitors for incident and crisis management. 

1. The Head of Student Life and Chaplaincy /Landlord (family housing) will follow the 

procedure outlined below for room entry. 

10.2 SEARCHING A BEDROOM 

1. Prior to conducting a search of a bedroom, written authorisation must be received from the 

Head of Student Life and Chaplaincy/Landlord. 

2. Searches of bedrooms/flats can only be conducted by a minimum of two staff (in normal 

circumstances a minimum of the Head of Student Life and Chaplaincy /Landlord and one 

other colleague); and a minimum of two staff must be always together in the room/flat until 

the search has been concluded. 

3. Only in circumstances where their presence would restrict the purpose of a search or put 

staff conducting a search at risk should searches be conducted without the resident present. 
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10.3 RESIDENTIAL ROOM ENTRY PROCEDURES FOR HALLS OF RESIDENCE STAFF 

The following procedures should be used by Halls of Residence staff/landlord when entry to a 

resident’s room is required (e.g., a suspected breach of the Conditions of Residence or welfare 

check): 

1. Knock and identify yourself. 

2. If no reply, knock again and request that the resident come to the door. 

3. If no reply, knock again and state that you will be entering the room/flat. 

4. If no reply, unlock the door and slowly open, again identifying yourself. 

5. If the resident is not present, enter the room/flat and conduct the business pertaining to the 

reason you entered the room/flat, remembering the limits of your authority and power to 

act. 

6. Leave the top sheet of the room/flat Entry Notice and then exit the room/flat, locking the 

door behind you. 

7. Keep the copy of the form for record/ a written report must be completed at the end of 

room/flat check/search.  

 

 


