Handbook for Living at 

Cairns Student Lodge
2011
WELCOME !
The friendly team at Cairns Student Lodge aims to provide the support structures and environment that are conducive to study and relaxation.  We recognize that for many of you, this is your first experience living away from home and that your home may be a very long way from Cairns.
As a Resident, we appreciate your co-operation in ensuring that everyone is treated with respect for their privacy, their property and the many different cultures we have the privilege to come in contact with.

Should you encounter any difficulties or problems during your stay, please feel free to contact any of our friendly team members.

Enjoy your stay, 

The Management Team
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CAIRNS STUDENT LODGE MAP
Important Contact Details
Hours and numbers are subject to change - will be advised accordingly.

CAIRNS STUDENT LODGE:
Phone:
07 4057 1111

Fax:

07 4057 8677

Email:

info@studentlodge.com.au
Resident Assistant:
0400 024 541

**From your room phone, dial “9” to reach reception 

or the Resident Assistant**

OFFICE HOURS:

Monday – Thursday

8:30am to 5pm

Friday



8:30am to 3pm

Sat/Sun/Public Holidays
CLOSED

SECURITY SERVICE:

Security Officers conduct regular patrols throughout the night 7 nights per week.

Security:


4054 4166

Hours of Contact:

Mon – Wed:
10:00pm-6:00am





Sat-Sun:
24 hrs

**Please contact the Resident Assistant or Managers,

prior to calling security (unless exceptional circumstances)**
24-Hour Emergency Services Number:  000 

[image: image1.wmf]Emergency Evacuation Plan
If a siren or alarm sounds, immediately vacate your premises and proceed to the assembly area across the road in the Campus Village Carpark directly opposite the Lodge.  Wait there for further instruction from Management, Resident Assistants or Security.  It is essential that all Residents cooperate during this time – no-one can return to the property until official clearance is given.

Cyclone Procedure  [image: image2.wmf]
The Far North Queensland Region is prone to cyclones during the Dec-Mar periods.  As with the Emergency Evacuation Plan, Residents are required to cooperate with the person in charge.  Information updates will be distributed on a regular basis by the Office including what action to take, depending on the level of the cyclone.

Mail [image: image3.wmf]
During your stay, the most efficient way for mail to be addressed to you is:




                       Your Name






Your Cluster and Room Number (eg 4.2, 67.3, 19.1)







Cairns Student Lodge






10 - 24 Faculty Close






SMITHFIELD    QLD   4878

Mailboxes for each cluster are located in the Dining Hall. Residents are encouraged to check their mailboxes regularly and frequently.  Parcels can be collected from the office - you will receive a note advising you of this if a parcel is delivered.  Unfortunately, we cannot provide a service to forward your mail once you leave the property – please contact Australia Post if you require this service.

[image: image4.wmf]Telephones
Each room has a telephone which can be activated by staff at the Front Office.  Your extension number is your Room Number with a “2” in front of it, i.e. Room 21.3 will be extension 2213.  Room numbers 1 thru 9 require a “0” in front of the room number, eg Room 4.1 is extension 2041. 
Receiving Calls:

Family/friends from overseas can contact you directly by dialling Country Code 61 + Area Code 7 + Local Number followed by your extension number: ie,  +61 7 4057 1111 then your extension number, eg 2213 or 2041.   Please ensure your family/friends know your extension number so they can be directly connected to your room. 

Making Calls:

You may use your telephone to make calls which will be charged onto your account.  If you wish to make a phone call outside the property, you need to dial “0” to get a line out. You can also dial overseas directly:

· Dial 0 for a line out, 

· Dial 0011 which is the International Exit Code, 

· Dial the appropriate Country Code 
· Dial the Area Code, and finally 
Dial the required Telephone Number.
CALL COST:
a local telephone call (will start with ‘40’) will be charged at $0.40 per call untimed. Mobile or long distance/international calls will attract charges in the range of $1-$5 per minute.

**Calling cards are the best and cheapest way to make calls from your room. These are sold at the shop across the road or at any supermarket.  Be aware that the FREECALL numbers will start with ‘1800’ **
Meals   [image: image5.wmf]
Meals are optional with your accommodation at the Lodge.  The Dining Hall provides all meals, 7 days per week.  The range of options extends from a Full Meal Plan to weekly plans for breakfast, lunch or dinner or alternatively individual meals can be purchased on a day to day basis (which can be put onto your account or paid for at the time).  If you wish to change your meal plan during your stay, for example change from a Full Meal Plan to no meals, you must give one week’s notice to the office.  Changing meal plans is only available to residents who pay on a week by week basis.

Meals are provided in the Dining Hall and everyone must sign-in prior to entering the dining area no matter what meal plan you are on.  You must write your name and room number clearly on the sign-in sheet.  All visitors must also sign in and either pay for their meal or you may have their meal put onto your account if preferred.  Please note that meal plans cannot be transferred to another person.

Generally, meal times are as follows:

Breakfast


Mon-Fri
 

7:00 am to 9:00 am 
Brunch


Sat/Sun/Public Holidays
9.00 am to 12.30pm 

Lunch



Monday to Friday

12.00pm to 1.00pm 

Dinner


Monday to Sunday

6.00 pm to 7.30 pm

During semester breaks (Jun-Jul and Dec-Jan) meal services are usually reduced and the Dining Hall closes for 4-6 weeks over the Dec-Jan break.  Notices will be displayed regarding any changes to meal services throughout the year.

Late Meals / Packed Lunches

Late meals and packed lunches are provided on request Monday through Friday and can be collected during breakfast hours. This service is provided during semester weeks only.  Please complete the Meals Order Book located near the kitchen servery.  

· Packed lunches are not available on weekends unless approved by Management.  

· Late Meals are only able to be accessed until 10:30pm.
· If you order a Late Meal and do not pick it up, a $10 fee will be charged to your account.
Special Dietary Needs

Residents with special dietary needs (religious, medical or ethical) should advise the Front Office or kitchen staff in writing of their requirements.  If you believe your dietary requirements are not being fulfilled please speak to the Head Chef or Front Office Staff, who will be happy to discuss your needs.

Dining Hall Do’s & Don’ts
On completion of your meal, you must take all used glasses, cutlery and plates to the kitchen. Please scrape and stack plates at the clearing area and put your cutlery in the cutlery bucket.

No plates, cups, glasses, knives, forks, spoons or any other equipment is to be removed from the Dining Hall. 

No food or beverage (except packed lunches or a piece of fruit) can be removed from the Dining Hall without appropriate packaging. This is a Health and Safety Regulation. Please see kitchen staff if you wish to take food from the Dining Hall.

Modest, clean and tidy clothing must be worn at all times especially while in the Dining Hall and office.  Shoes must be worn at all times in the Dining Hall and TV Room areas - this is a Health and Safety Regulation in Australia.   Failure to comply with the dress code may lead to eviction.

Housekeeping  [image: image6.wmf]
All Residents are expected to contribute to the cleanliness of the Lodge grounds and their cluster.  

Housekeeping services are provided once per week for all common areas which includes the entrance, lounge and bathroom areas of each cluster.  Please note that Lodge management retains the right to enter the common areas also on these days to ensure a satisfactory standard of cleanliness and for maintenance purposes.

Each block has a specified day per week for the cleaning of common areas:

Monday

Lizard


Full Building (Clusters 62-76)

Tuesday

Orpheus

Full Building  (Clusters 1-15)

Wednesday

Bedarra

Ground & 1st Floor (Clusters 16-30)

Thursday

Bedarra

Top Floor (Clusters 31-38)

Thursday

Fitzroy


Ground Floor (Clusters 39–45)

Friday


Fitzroy


1st & 2nd Floor (Clusters 46-61)

Lodge management retains the right to enter any cluster on any week day in order to access vacated bedrooms for inspection, cleaning and maintenance purposes.  Your individual bedroom will not be entered unless prior notice is given.

For privacy reasons, Residents will be responsible for keeping their own bedrooms clean – equipment can be sourced from the Office.   Please note that regular inspections will take place to ensure bedrooms are being properly maintained.   You will receive at least 48 hrs notice of bedroom inspections.

Linen packs including sheets, a pillowcase and a towel will be provided to you on your arrival.  You will be responsible for the cleaning of your own linen and handing back all items supplied at the end of your stay.  Charges apply for any linen not handed in.

[image: image7.wmf]Rubbish 
The Tropics is an environment which means food scraps or spills attracts pests and/or mould very quickly, so rubbish MUST be removed from the clusters frequently in order to ensure a healthy environment. 

Residents are required to remove rubbish frequently from the clusters and place it in the bins provided near the stairwells.  At an absolute minimum, all rubbish MUST be removed from the clusters on the morning of the day nominated for cleaning PRIOR to the housekeepers entering to clean.  Housekeepers are NOT responsible for emptying bins.   Excessive rubbish will result in additional costs being added to Resident’s accounts.

Posters, pictures etc  [image: image8.wmf]
Temporary affixing of posters and prints on internal walls is acceptable provided only Blu Tac or similar poster putty is used.  Nothing is permitted to be affixed to the ceiling.  

Residents will be required to meet the cost of cleaning and/or repainting where any marks are not able to be removed or paint has been damaged by affixing personal items to the walls.  Under no circumstances may staples, drawing pins, cello tape or double-sided tape be used on any surface within or outside the cluster.
[image: image9.wmf]Keys

Each room key opens the front door of the cluster plus one bedroom.  If you lose or misplace your key, you should contact the Office as soon as possible.   Replacement keys attract an additional charge.  Keys must be handed back at the end of your stay – keys not handed back will be charged for.

If you lock yourself out of your room, you may contact the Office or the Duty Resident Assistant to have the door unlocked for you.  HOWEVER, if you lock yourself out after the Duty Resident Assistant shift is finished (10:30pm Mon-Thurs, 12am Fri-Sun) then you will have to wait until the office is open or the Duty Resident Assistant comes back on duty the following morning to gain access to your cluster/room.  

Right of Entry [image: image10.wmf]
Management is committed to protecting your privacy and ensuring satisfactory notice is given to you prior to entering your room.  The term “Management” includes the Manager and Maintenance staff.  

Management has the right to enter the common areas of clusters (lounge/bathroom) at any time, however, this will be kept to a minimum.  The primary reasons are usually to monitor the cleanliness of the areas, to manage maintenance issues, conduct routine inspections of vacated rooms etc.    This right of entry extends to the common areas and/or vacated bedrooms only.  

If it is necessary to enter your bedroom, 48 hours notice will be given except where you have requested maintenance.  If an emergency maintenance issue arises such as an electrical or plumbing fault, management has an immediate right of entry to assess and remedy the problem.  For other non-urgent maintenance issues, management will require access to your room/cluster within 24-48 hrs.

[image: image11.wmf]Your Space
During your stay at the Lodge, you will be allocated a bedroom.  Whilst it is expected that you will remain in that specific room for the duration of your stay, it may be necessary to re-allocate you to a different room.  This may be because you have requested to move or it may be that Management require you to move for maintenance or other reasons.  
Either way, Management will attempt to keep moving between rooms to an absolute minimum, however, Management reserves the right to re-allocate you a room if necessary.
[image: image12.wmf] Visitors

Visitors are welcome but they MUST report their presence on the property to the Front Office, the Duty RA or the Security Officer primarily due to issues of fire safety and Work Place Health & Safety regulations.  The Lodge is private property and failure to report your presence anywhere on the site is considered trespassing.  Failure to report can result in visitors being ordered off the property, banned from future visits and/or prosecuted for trespassing.

All visitors will be required to provide the name of the Resident/s they are visiting and the Resident is required to sign visitors in and out.   Residents will be responsible for ensuring visitors comply with the Lodge Guidelines.  Any damage to the property caused by a visitor will be charged to the Resident’s account.
CHARGES APPLY for any visitors staying after hours on the property whether or not they will be eating meals.  Visitors will be deemed to be staying if they are on the property after 10:30 pm Mon – Thurs or 12 midnight Fri – Sun unless otherwise agreed to by Management.  The Resident will be responsible for any unpaid fees or charges resulting from the after hours stay.
[image: image13.wmf]Noise  
As a courtesy to sleeping and studying Residents, the Lodge has a strict “No Noise” policy in the clusters and courtyard areas after 10:30pm.  If you wish to socialise after 10:30pm, please use the Poolside/BBQ area.   

Residents who can not study or sleep because of noise are encouraged to contact the Manager, the Duty Resident Assistant or Security.

Due to noise and safety regulations, recreational activities such as playing with balls, frisbees or similar equipment are not permitted in any common areas such as the courtyard areas, car parks or on any public footpath areas surrounding the Lodge. 

Smoking  [image: image14.wmf]
Smoking is only permitted in outdoor uncovered areas such as the Poolside or Volley Ball Court areas or in the Courtyards. Please dispose of butts thoughtfully and do not discard into the gardens. A penalty of a minimum $150 will be issued by the Qld Govt to those found smoking in non-smoking areas.

During weekly servicing, any rooms that have evidence of smoking will be reported to Management. Residents will be required to pay an additional cleaning fee ($10 per person) and eviction may result. 

[image: image15.wmf] Illegal Substances or any Illegal Activity.
Suffice to say, any illegal activity will be reported to Police and will result in immediate eviction.

[image: image16.wmf]   Vehicles

Cars, motorbikes and any other motor vehicles may only be driven on formed roads (ie not on grass) and parked in designated car park areas at the Lodge. 
All vehicle owners must inform Front Office of the make, model and registration number of their vehicle.  A parking permit will be provided and must be displayed on all vehicles.  

Visitors must also inform the office of their vehicles in the car park.  Any cars not registered with the office will be considered to be abandoned.  Abandoned vehicles will be towed at the owner’s expense.

Bikes  [image: image17.wmf]
It is compulsory to wear an approved bike helmet in Australia.
The Lodge usually has a small number of bikes and helmets for hire - please see the Office. 
Bikes are to be stored in the bike racks provided – any bikes found in any other areas of the property, especially left on balconies and pathways where they are considered to be a safety hazard, will be removed by Management and a $5 fine will apply for its return.  You are permitted to store your bike IN YOUR BEDROOM if you wish, but bikes are not to be stored in the lounge or other common areas of your cluster.
Management takes no responsibility for any loss or damage to your property. We encourage you to lock your bike using a strong chain at all times.  Prior to your departure please notify the office if you wish to leave your bike behind for storage or for disposal.  Any bike not registered for storage will be assumed to be abandoned property and will be disposed of by Management.
[image: image18.wmf]  The Bar
The Lodge holds a Liquor License. While this means we can enjoy a social atmosphere and affordable prices at the Bar, it also means the property comes under very strict management controls which MUST be enforced.  

The main rules are:

· No alcohol to be purchased by, supplied to or consumed by minors (under 18 years) or anyone deemed to be inebriated

· Noise on any part of the property AT ANY TIME must comply with the regulations, eg music must NOT EXCEED a level similar to that of background music in a restaurant

· Only alcohol purchased on the property can be consumed during Bar opening times

· Alcohol may only be consumed at the Bar/Dining Room area or inside the Clusters – NO ALCOHOL CAN BE CONSUMED IN THE COURTYARD OR ANY OTHER AREAS OF THE PROPERTY.

Failure to comply with the regulations or directions given by any person in authority relating to the Liquor Licensing Act will result in immediate eviction.
Fire-Fighting Equipment[image: image19.wmf]
This equipment is installed for the safety of all Residents and its inappropriate use, removal, interference or damage could have serious consequences. Tampering with this equipment could result in immediate eviction and the Resident will be responsible for all repair/costs.

Fire detection devices are installed and penalties for interfering with these are severe. Fees, charges and/or legal prosecutions apply and will be enforced by Police and Fire Brigade Officers.
Fire Alarm Hazards  [image: image20.wmf]
The Fire Alarms must NOT be covered up or interfered with in any way.  Fire alarms are set to register air density as well as heat, so the bathroom door MUST be shut when using the shower as the steam will trigger the alarm.  Obviously, the use of toasters or similar kitchen equipment or burning of candles or incense sticks are also likely to activate the fire alarms.  

Please be careful!  The cost of a call out by the Fire Brigade for false alarms is approx $950.  This cost will be charged to the occupant/s of the cluster that triggers the Fire Alarm. 

Illness and Injury  [image: image21.wmf]
Please advise Management of any infectious illness occurring in the accommodation.  If you or someone else sustains an injury on the property, you should advise one of the staff immediately.   The Lodge does not provide transport to Residents who are ill or injured. Residents who require medical aid will be transported by their own means, by taxi (at the Residents expense) or via an ambulance.

If you require urgent medical attention and need to go to a hospital, please contact the office, the Duty Residential Assistant or Security and arrangements will be made for an ambulance or taxi to take you to hospital. 

Management reserves the right to call an ambulance to any medical incident at its own discretion and does not need permission from the Resident. If the decision has been made that further medical attention is required beyond general first aid this decision is final and an ambulance will be called at the expense of non Australian Residents.  Ambulance service is free for Queensland citizens.
Authority to Contact Next of Kin  [image: image22.wmf]
Residents are required to nominate a point of contact for accidents, emergencies or other serious issues.  Management retains the right to also contact this person in order to assist in the resolution of issues such as failure to pay rent.
[image: image23.wmf]Insurance
Management does not insure property that belongs to a Resident and will not be responsible for any loss or damage suffered to personal property.  Residents are encouraged to make their own arrangements for Contents Insurance.  This includes property stored during semester breaks.

[image: image24.wmf]Air Conditioners  
Please protect the environment and only use air conditioners when you are in your residence.  Air conditioners are set on the most efficient temperature and can only work effectively if doors and windows are closed.  Any repair costs incurred through tampering with the air conditioners will be billed to the Residents. 

NB:  If the air-conditioner is pouring water or spitting out ice particles turn it off immediately and advise the Office.  
  [image: image25.wmf]Eviction  
Whilst Management is committed to working with Residents who struggle to comply with the rules of residing on the property, unfortunately evictions will occur.  Examples of when this may happen:

· failure to pay rent on time, 

· willful damage of property including smoking inside clusters, 

· ignoring noise control policies and regulations,
· breaking laws or regulations relating to the consumption of alcohol on the property, 
· sexual harassment or bullying behaviour.
Any action that necessitates an individual to be evicted voids any rights the Resident has to a refund of any money paid.  Eviction does not relieve Residents of their obligation to honor the terms of the signed Standard Residential Service Agreement between the individual and Source Cairns Student Lodge Pty Ltd.  
If a tenant has been asked to leave under unfavourable terms, the Resident must not come back onto the premises even as a visitor without first seeking Management’s approval.  
Checking Out Process[image: image26.wmf]
Room inspections will be carried out prior to Residents leaving the property and an appointment must be made with the Office within a day prior to your departure.  Rooms must be left in a clean and tidy state.  All rubbish must be disposed of, walls must be free of blu-tack and marks removed, window sills, wardrobes, desk and shelves should be clean and the carpet vacuumed.

If your room is not left in good condition this could mean additional cleaning charges and/or a delay in your bond refund.

Bonds will be refunded only after the vacate inspection is satisfactory.

Resident Tenancy Agreement - Cairns Student Lodge
This Agreement together with the Living at the Cairns Student Lodge forms the basis of a lease agreement between:
the Resident …………………………………………and Source Student Lodge Pty Ltd represented by MARGARET QUINTON
In signing this Agreement, Management commits to:

· Maintaining the accommodation complex in a good state of cleanliness and repair; 

· Providing office hours access to administration services to Residents;
· Ensuring 24 hour security is available including regular nightly Security Patrols; and
· Promoting an atmosphere conducive to study and relaxation.
The Resident

Each Resident accommodated at the Cairns Student Lodge must commit to:

· Maintaining payments for accommodation at least 2 weeks in advance;

· Regular payment of telephone and meals accounts (account not to exceed $100 at any time);

· Accepting responsibility for any willful damage caused by either the Resident or visitors;
· Treating others with respect for their privacy, their property and the many different cultures we have the privilege to share the Lodge property with; and
· Complying with the conditions for residing on the Property as described in the Handbook for Living at the Cairns Student Lodge and any additional reasonable requests or requirements as notified by Management 
AGREEMENT
The duration of this Agreement is from …………………...to …………………………………with rent to be charged at the rate of $............. per week.
Either party may terminate this Agreement by giving one month’s notice.  Please note that the Accommodation Services Act allows for only 4 day’s notice to vacate if a serious breach has occurred.
Signature
Resident………………………………………………..


Management…………………………………………
Date……………………………………………………..


Date……………………………………………………..
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