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Welcome to Stay Scotland Studio
Thank you for booking the Stay Scotland Studio! We want you to have a comfortable and productive time here. Please read through these guidelines to ensure everything runs smoothly for you and future users.

Important Contact Information
For queries or assistance: Phone: 07939 548714 or 07917 640431
Please note: Please check the online portal /instruction folder first for answers to common questions before calling.
Emergency services: Dial 999



Access & Arrival
Booking Times
Please stick to your booked time slot. There may be other users in back-to-back bookings, so timely arrival and departure helps everyone.
Key Collection & Return
If you are reading this, then you've successfully accessed the studio!
When you leave: To ensure a smooth arrival for the next user, please:
1. Lock the back door securely
2. Leave the keys in the lock box at the rear door
3. Muddle the digits on the lock box
4. Close the cover securely

Facilities & Locations
Lighting
The light switch for the main studio ceiling lights is located on the wall over the worktop to the left-hand side of the internal fire door.
Heating/Air Conditioning System
The heating system is a wall-mounted, radiator-less heat pump system. The pump is mounted on the wall to the right-hand side of the rear door as you enter the studio.
How to use:
· The remote control is located in a box on the kitchen unit.
· Press the red ON button to switch on the system
· Adjust the temperature arrows to your desired temperature
· The system works very quickly and efficiently
Air conditioning: This system can also act as air conditioning in the unusual event of a hot Scottish summer.
Before you leave: Please ensure the system is fully turned off on your departure and return the remote control to the box on the kitchen unit.


WiFi
Network name: 54b High Street Password: Innerleithen2024
Toilet - Saniflo System
Important: The toilet uses a Saniflo macerator system. Please follow these rules:
· Only flush toilet paper (nothing else)
· No sanitary products, wipes, cotton buds, or any other items
· If the toilet becomes blocked, please inform us immediately
Kitchen Facilities
Please feel free to make use of the sink and kitchen facilities. Please ensure they are tidy and clean on departure.
Seating
Chairs are located in the basement. Tables are stored in the external storage space in the rear garden area.
Outdoor Space
You're welcome to enjoy the outdoor area. Blankets are provided for your comfort and may be used outside.
Important:
· Please ensure blankets are stowed inside when you lock up
· Please close and secure the rear gate when you're finished outside or before departure

Cleaning & Maintenance
We ask all users to leave the space as they found it. Cleaning supplies are provided.
Cleaning Products Location
· Cleaning sprays, wipes, and bleaches: In the bathroom and under the sink
· Cloths and towels: In the bathroom and under the sink
· Mop and bucket: In the bathroom
· Floor sweeping brushes: In the bathroom
· Small brush and dustpan: Under the kitchen sink

Cleaning Instructions
Kitchen:
· Wash and dry all dishes, cups, and utensils used
· Wipe down countertops and sink
Studio Space:
· Sweep and mop the studio floor using the brush and mop provided
· Wipe down any surfaces you've used
· Return furniture to its original position
Bins:
· Please use the bin provided in the bathroom for any waste generated during your visit
· If you have any further rubbish, please bag it up using the bin bags located under the sink and take it with you
· If you have glass waste, please recycle at the Co-op Recycling Centre

Before You Leave - Checklist
Please check the following before departure:
· ☐ All lights switched off
· ☐ Heating system turned off
· ☐ Kitchen cleaned and all items washed
· ☐ Bins emptied if necessary
· ☐ Studio space tidied and furniture returned to position
· ☐ Floor swept/mopped if needed
· ☐ Blankets folded and returned
· ☐ Windows closed and locked
· ☐ Rear gate closed and secured
· ☐ All doors locked
· ☐ All personal belongings collected
Locking Up Procedures and Key Return
Please ensure:
1. Windows are closed
2. Emergency exit is securely closed
3. Rear door is closed and securely locked
4. Return the key into the lock box
5. Lock the lock box
6. Muddle the digits
7. Close the lock box cover

Important Guidelines
Noise Levels
Please be respectful of noise levels. This is a residential area with people's homes nearby. Keep music, conversations, and activities at a reasonable volume, especially during early morning and evening hours.
Fire Safety & Emergency Procedures
Fire Alarm Panel Location: Wall mounted to the right-hand side as you exit the studio to the fire exit
Fire Panel Instructions: If the fire alarm sounds and there is no fire: Press RESET 01
Fire Evacuation Procedure:
1. If you hear the fire alarm, evacuate immediately
2. Assembly point: In the courtyard to the side of the studio, in a safe place
3. Do not re-enter the building
4. Call 999 and report the fire
5. Do not attempt to tackle the fire unless it is very small and you have been trained
Fire Exits: Fire exits are located to the rear and side of the studio. Both are clearly marked with EXIT signs and have green fire safety lights.
Fire Extinguisher Location: In the cupboard under the sink
First Aid Kit Location: In the cupboard under the sink

General Respect & Care
· Please treat the space with care
· Report any damage or maintenance issues immediately
· Be mindful that others will use the space after you
· Respect the residential neighbourhood



Thank You!
We hope you enjoy using the studio. Your cooperation in following these guidelines helps us maintain a great space for everyone.
If you have any questions or concerns, please contact us on 07939 548714 or 07917 640431, or check the online portal.
Have a wonderful session!
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