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Contacting us: 

 

Write to us: 

ñThe Prioryò 

Canaan Lane 

Edinburgh     EH10 4SG 

 

Phone us: 

Housing:   0131 478 8146 

Repairs:   0131 478 8143  

 

Our opening times 

Monday to Thursday 

9.00 a.m. to 5.00 p.m. 

Friday 

9.00 a.m. to 4.30 p.m. 

 

E-mail:    admin@arkha.org.uk 

Website: www.arkha.org.uk 

 

 

Or speak to Ark support staff 
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Welcome to Ark 

 

 

 

 

 

 

 

This handbook aims to be an easy-to-read guide to the main       

services that Ark provides.   

Your Scottish secure tenancy or Occupancy agreement provides 

more detailed information about your rights and responsibilities as 

our tenant. If there is anything in your tenancy agreement or this 

handbook that you would like to discuss or you need us to explain, 

please contact your housing services officer or support staff.  
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Section 1 

 

About Ark                             

                      

Ark is a not-for-profit Registered Social Landlord and our purpose 

is to provide housing, care and support for our tenants in 

Edinburgh, Fife, Lothians, Perth, Angus, Aberdeenshire,   

Borders, Western Isles and Moray. 

As well as general needs housing for people aged 16 and over, 

we provide supported housing and registered 

care homes for people with learning disabilities 

and other support needs. The type of housing 

and level of support we provide depends on 

each individualôs needs. 

Ark was founded in 1977 by a group of 

Edinburgh parishioners concerned about a homeless person with 

learning difficulties. We now have over 400 properties to rent 

throughout Scotland.  

Our aim is for our homes to meet the needs of our tenants by 

being good quality, sustainable and affordable. 

 

Our management   

A voluntary board of management is 

responsible for directing our    affairs and 

meets regularly with our Chief Executive. 

Board members have a firm interest in 

housing, support and care services for people with support 

needs. The board decide the policies that we must follow, agree 

the day-to-day work we do and make sure that we know our legal    

responsibilities. 

Our Chief Executive, supported by a team of  directors and other 

professional staff, is responsible for our day to day running. 
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Membership of the association 

 

Anyone can help support the work we do by becoming a  member 

of the association.   To become a member you must buy a Ã1 

share which will give you lifetime membership, the right to vote at 

annual general meetings and the right to stand for  election to be-

come a board member.  We do not pay  dividends to shareholding 

members as we reinvest any money left into our services.   

If you want to become a member, you can get more details by 

phoning the personal  assistant to the chief executive on: 0131 

478 8141  
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Keys 

When you are moving into your new home, we will give 
you two sets of keys.  If you need an extra key, please 
contact our maintenance team on 0131 478 8143.   

If you loose you keys, you will have to pay for us to 
change the locks and give you new keys. 

Never leave your keys in a ñsecretò hiding 
place. If you have to, leave your keys with a neighbour 
you trust. 

 

 

Council Tax 

You must pay your own Council Tax.  We will tell the local council 

that you have moved into the property but please 

contact them yourself to agree a payment arrange-

ment.   Your local council will tell you what your 

Council Tax band will be and the charges due.   If 

you are eligible for Housing Benefit, you will also be 

entitled to Council Tax Benefit which will reduce the 

amount you pay.  

ñWe know that    

moving house can be stressful. 

We are here to help.ò 

Section 2 

Moving in 
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TV licence 

Unless you stay in one of our registered care homes 

you must pay your TV licence fee.  Please contact TV 

Licensing Centre.  Section 10 gives details on how to 

tell them about your new address.  If you are aged 

over 75, you do not have to pay for a TV licence. 

Settling in visits 

Within the first six weeks of moving into your 

home, your housing services officer will arrange 

to visit you.  This is an ideal opportunity to       

discuss any issues you may have for example, 

rent payments, repairs or support services. 

Gas 

Some of our properties have gas central heating.  

You have to pay your own heating charges.  You 

will need to contact the gas supplier with a meter 

reading.  Contact your housing services officer or 

support staff for more information. 

Electricity 

You must pay your own electricity bill unless we tell 

you otherwise when you sign your    tenancy 

agreement.  Please take a meter reading when you 

move into the property and tell the electricity com-

pany.  If you receive a bill for the period before you 

moved in, please pass it to your housing    services 

officer or support staff. 
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Stairs 

You must ensure that landings and stairs are kept clear. 
You must not leave rubbish bags, toys, furniture in these 
areas.  These could cause someone to trip, or be a fire 
hazard. 

Please keep the stair, landings and communal areas 
free from rubbish. 

Entry Phone 

If your stair has an entry phone system, make sure all         
outside doors are kept locked at all times and allow        
ONLY your visitors into the stair. 

We recognise that safety and security is of utmost              
importance to our tenants.   

 

Arks housing is specifically designed to  provide tenants 
with additional security and  safety.  Features such as 
Door   Entry Systems, Fire and Smoke Alarms all help   
provide a safer environment for you and other tenants.   

Safety and Security 
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Insurance  

 

Ark insure the structure of your home. 

You have to insure the contents of your home. 

 

Why should I get contents insurance? 
In case of damage to your belongings (for ex-
ample: furniture, clothing, carpets, TVs, com-
puters, etc.) caused by fire,  flooding or  
break-ins.  
 

 
 

We recommend that all tenants have contents insurance. 
 
Where will I get Insurance? 
 
There are lots of contents insurance packages tenants can 
choose from. The   Scottish Federation of Housing  Associations 
offers discounted rates for tenants. 
 
The Scottish Federation can be contacted on  0845 601 7007 for 
further information. 
 
 
 
You could be responsible for repair costs if 
you or a visitor cause damage (accidentally 
or deliberately). You may want to make sure 
any insurance cover you get includes          
accidental damage. 
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Fire 

 

Keeping safe 

There are number of precautions that everybody can take to 

make their home safer from fire: 

 

 

§ Never leave your cooker unattended. 

§ Take special care when cooking  espe-

cially with chip pans, grills and toasters. 

§ Put out cigarettes properly and never smoke in bed. 

§ Before emptying ashtrays, make sure 

the contents are cold. 

§ Do not overload electrical appliances by 

using multi-plug adapters. 

§ At night switch off all electrical appliances you will 

not need through the night. 

§ Never leave candles unattended.  Use a torch if the 

lights go out. 

§ Never use the lift during a fire evacuation. 

§ Doormats and furniture left in corridors 

are dangerous if there is a fire as they can 

prevent   people from escaping. 
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Section 3 

 

Your tenancy  -  responsibilities and rights  

Our tenants have a Scottish Secure Tenancy Agree-
ment (SST), or an Occupancy Agreement.  You will 
have signed this before getting your keys for your 
new home.  This is a legal contract between you and Ark Housing 
Association that describes your rights and responsibilities as a 
tenant and our duties as a landlord.  

 

Your tenancy agreement cannot be changed without you 
knowing and  agreeing.   

 

Read through it and make sure you understand what is         ex-
pected of you and what you can expect from us.  If there is any-
thing in it you are unsure of please get in touch with your housing 
services officer on 0131 478 8146. 

If you have a joint tenancy, each person has equal rights and re-
sponsibilities. 

 

Our responsibilities 

§ We must keep properties in good repair. 

§ We must make sure properties are secure 
and warm. 

§ We will involve you wherever possible in de-
cisions that affect your home and area. 

§ We will give you information about your ten-
ancy. 

§ We will consult you about rent increases and change to   poli-
cies that will significantly affect the service we provide. 

§ We will give you at least four weeks notice of any rent       in-
crease. 
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Your responsibilities: 

 

§ You must live in the property as your only and main 

home. 

§ You must pay your rent on the first day of each month for the 

month to come. 

§ You must report repairs quickly. 

§ You must get rid of rubbish responsibly.  The phone       

numbers for getting rid of bulky items in your area are in Section 

10. 

§ You must be a good neighbour.  Do not cause a 

nuisance, annoy or disturb others who live near 

you.  You will disturb  neighbours if you make 

lots of noise such as playing loud music, using 

DIY tools, shouting, banging,  allowing dogs to 

bark and so on. 

§ You must not overcrowd your home.  Your tenancy      

agreement tells you how many people can live in your home.  If 

you plan to have anyone else living in your home, please 

contact a your housing services officer on 0131 478 8146 to 

discuss your housing options. 

§ If you move away, you must end the tenancy by 

giving us 28 daysô notice in writing.  If you are 

planning a long trip, perhaps to stay with family 

abroad, please let your housing services officer 

know before you go. 

 

Your tenancy agreement gives full details of your 

responsibilities. 

 

 


