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York Science Park Limited 

Tenant Handbook 
 
Welcome to York Science Park - our buildings include the Innovation Centre (IC), The Catalyst (TC), IT 

Centre (ITC), Bio Centre (BC) and the Guildhall (GH). 
 

This handbook is intended to provide a useful resource to refer to as a reminder of the procedures 
discussed during your induction, your lease agreement details and additional information that you 
may find useful.  The following information should provide you with answers to most frequently asked 
questions.  

 
Accounts Information 
 
Arrears/Debt Collection  
If you fall behind with any service or rental payments, we will: 
1.Send you a statement and an overdue reminder letter detailing your arrears in the first instance to 
follow up on any late payments.   
2.If the outstanding balance remains unpaid then you will receive a termination of access letter for 
your office and an external debt collection agency will be instructed to collect the debt. (Where 
possible we will try to resolve any debt issues with companies directly).   
 
Business Rates 
All companies are responsible for paying their own Business Rates.  If you think you meet the criteria 
for Small Business Rates Relief please contact:  
West Offices, Station Rise, York, YO1 6GA 
Telephone: 01904 551140 
Email: business.rates@york.gov.uk 
 
Invoicing 
You will receive your rental invoice approximately 5 days prior to the due date on the 1st of the month.   
All service invoices are raised retrospectively on the first/second week of the month (you will receive 
an invoice in May for your April service charges etc).  We require an email address to forward all 
invoices and statements to 

 
Late Payment 
As per your lease, you are responsible for paying to the Landlord interest on the Rent or other 
payments at the rate of 4% per annum above the base rate of Bank of England plc from time to time 
calculated on a daily basis from the due date until payment if the Tenant shall fail to pay the Rent or 
any other payments due under this Lease within seven days of the due date (whether formally 
demanded or not).  
 
Rental Deposit  
A deposit is required prior to the commencement of occupancy.  This deposit will be refunded upon 
vacation of the suite, minus the cost of any repairs and refurbishment to make good.  All deposits 
should be paid by the date detailed on the invoice. Rental deposits are 2 x monthly rent. 
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Remittance Advice 
When making a payment please ensure that you send a remittance advice to the accounts team so 
that your account can be reconciled accordingly. 
 

Standing Order/BACS   
All Lease Fee rental payments are to be arranged via Standing Order/BACS to be received by the 1st of 
each month. Please email accounts@yorksciencepark.co.uk if you have any queries regarding your 
account 
 
Statement 
We issue statements on request and as a reminder if you have an unpaid invoice. 
 

Car Parking & Transport 
 
Bicycles  
We encourage all companies and their visitors to cycle as much as possible.   Please ensure when 
locking your bike up no other bike is impeded.  If your lock prevents another company employee from 
releasing their bike, security may remove your lock.  All bicycles, locks and helmets are left at the 
owner's risk and YSPL accepts no responsibility for their security or any damage caused. 

 
Secure bicycle storage areas are located at each centre in the following locations:   

●​ Innovation Centre  
●​ Biocentre 
●​ IT Centre 
●​ The Catalyst 
●​ The Guildhall 

 
If you need details of the bike store digilock combinations please ask your Receptionist. 
 
Car parking at the GH 
Please note that there are no tenant car parking facilities at the Guildhall. 
Car Parking for our tenants at IC, BC, ITC & TC 
The Car Parking Terms and Conditions are intended to ensure that resources for car parking are used 
to the maximum effectiveness and to the benefit of all members of the YSPL community.   
All permanent employees of tenant companies in our centres are entitled to a car parking permit for 
the following building.  IT, BC, IC and TC. 
 
University tenants working permanently in one of the YSPL Campus buildings – will be required to 
apply/purchase a UoY staff (includes subsidiary & University companies’ staff) ‘virtual’ car parking 
permit via the University portal.  You will need to visit the main reception of the building you are 
working in and apply for a physical YSPL car parking permit allowing you to park in one of our car 
parks.  A permit will be issued to you once we have confirmation that you have applied for a university 
permit 
 
To obtain a permit, you will need to register your car(s) on the Company Portal and agree to the Car 
Parking Terms and Conditions (which can be found on the Portal). Please notify YSPL when employees 
leave the company and you must return the permit with immediate effect, otherwise the company 
will incur a £10 charge.  
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Permits are issued when requested via the portal. If a permit requires amending once issued there is a 
£10 administration charge.  If a permit is lost, the charge for a replacement permit is £10.  Permits are 
valid in the IC, BC, ITC & TC car parks.  You must park in the designated car parking bays only. 
 
All car parks are on a first come first served basis, please refer to the YSPL Car Parking Terms and 
Conditions for more information.   

 
Car Parking Patrols 
The York Science Park car parks are patrolled each day.  Parking Charges Notices will be given as 
detailed in The Car Parking Terms & Conditions. 
 
YSPL is not responsible for issuing the parking fines and cannot therefore ‘negotiate’ any appeals for 
you.  

 
Visitor Parking at GH 
Please note that there is no visitor parking available.  York City Car Parks 
 
Visitor Parking at IC, BC & ITC  
Temporary day car parking permits are issued to visitors of York Science Park companies and available 
from reception. These permits are valid for the day of issue and are designed to hang from the 
rear-view mirror.   
 
All visitors are asked to report to reception and the Centre Receptionist will call the relevant company 
and ask them to come down to greet their visitor.  Companies are responsible for the health, safety  
and welfare of their visitors and must ensure that adequate control measures are in place.  

  
Visitor Parking at TC 
Please note that there is no visitor/guest parking available at the Catalyst. Visitors are welcome to use 
the pay & display car parks (phone or card payment) at Field and Kimberlow Lane. 
University Transport, maps and parking 
 
YSPL advises all people not to leave any valuables in your vehicle at any time. As a precaution, we also 
recommend that vehicles are not left in the car parks overnight. If you are working late, we advise that 
you move your vehicle to a position where it can be observed more easily by yourself or security staff.  

  
General advice to deter car thieves:  

 
●​ Make sure all windows and doors are securely locked  
●​ Don’t leave any items of value on display in your vehicle.  

  
Permit holders and visitors must park in designated bays only and must NOT park in reserved bays, 
including those reserved for patients and ambulances (located adjacent to the Neuro-imaging 
department in the Bio Centre).   
 
Travel   
We encourage all companies to look at alternate modes of transport to York Science Park and the 
Guildhall other than the car. For more information please visit www.itravelyork.info   
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Communal areas 
 
Kitchens  
Kitchen facilities are provided on most floors in each of our centres and include a kettle or Zip Boiler, 
fridge, microwave, sink and cupboard space.   

  
The kitchen space is shared by all company employees of that floor, please liaise between yourselves 
and other companies as to who uses which cupboard space. All employees must treat this space, the 
facilities and other people’s items with respect at all times.  

  
All kitchen users MUST:  

●​ Wash up all dirty utensils, cutlery and crockery etc.  PLEASE do not leave dirty pots in the 
sink or on the worktop. Dirty items left for more than 48 hours will be removed.  

●​ Provide your own utensils, cutlery and crockery (do not use items belonging to others).  
●​ Provide your own tea/coffee/milk etc.  
●​ Provide cleaning materials.  
●​ Keep worktops and any cupboard space which you use clean and tidy.   
●​ Wipe the microwave after use.  
●​ Share cupboard space.  
●​ Be considerate when using the shared kitchen facilities.   

 
Please do not ignore any mess or spillages. The YSPL team is not responsible for cleaning kitchens and 
the cleaners will only clean the area when they are doing their usual rounds at the end of the day.  

  
The cleaners will thoroughly clean fridges on the last Friday of each month provided the fridges are 
not excessively filled. They have authority to throw away anything in there on that day.  

  
We recommend that you label any items stored in communal fridges.  

 

Washrooms/Toilets/Showers  
Showers are present in the following locations:  

●​ Innovation Centre Extension 
●​ Bio Centre 
●​ IT Centre  
●​ The Catalyst 
●​ The Guildhall 

 
Please speak to a member of the YSPL team if you require more precise directions.   

  
The toilets are cleaned every day (Monday to Friday).   YSPL cannot take responsibility for their misuse 
during the day. Please leave the toilets and washrooms as you would wish to find them. If you notice 
any problems with these facilities please report them to the YSPL Team immediately  at 
enquiries@yorksciencepark.co.uk 
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Fire and Evacuation 
 

Fire Alarms & Extinguishers 
Fire extinguishers in communal areas are the property of YSPL and are regularly serviced. It is the 
responsibility of company/employers to provide sufficient fire extinguishers for private offices or 
suites. These should be regularly checked and serviced by a qualified contractor.  

  
Fire alarm systems at York Science Park/Guildhall  are remotely monitored.  YSPL may be charged up 
to £450 for false activations. Basic kitchen/lab safety and maintaining a clean environment can help 
reduce false alarms, which are frequently caused by cooking fumes, burning foods, boiling kettles and 
aerosols. Should you need to use potential activating substances or items within your office or 
laboratory please contact  fm-helpdesk@york.ac.uk to discuss ways of mitigating accidental activation.  
 
Fire alarms are tested every week. The alarms will sound in short bursts only and there is no need to 
evacuate the buildings. Should the alarms sound continuously, you must assume there is a real fire 
and follow fire evacuation procedures accordingly.   
 

●​ Fire Alarm test days explained (BC, IT & IC Thursday between 08:30 - 10.00.  The Catalyst 
Monday between 08:30 -10:00.  The Guildhall Friday at approx 8:45. 

 
Fire and Evacuation Procedures  
Please be aware that Health and Safety in your office/laboratory is your responsibility. This includes 
areas where the space is shared, you must take responsibility for your own employees’ and visitors' 
safety.  

  
Fire Action posters are displayed on the back of every suite door, as well as in kitchens and other 
communal areas. Please contact fm-helpdesk@york.ac.uk if you notice that any fire notices are 
missing.   

  
The procedure for fire evacuation will be explained at induction and fire exits and assembly areas 
pointed out. It is very important that companies ensure that all their employees are aware of the fire 
evacuation procedures. The information must also be passed on to any new members of staff and 
visitors.    

  
Fire Training should include:  

●​ How to raise the Fire Alarm  
●​ How to evacuate the premises  
●​ Where the Assembly Point is located  

  
All companies have specific duties in relation to fire safety, including conducting a Risk Assessment, 
appointing a responsible person and maintaining a fire safety plan.  see page 7 
 
The Regulatory Reform (Fire Safety) Order 2005 (FSO) requires any person who exercises some level of 
control in any non-domestic premises to take reasonable steps to reduce the risk from fire and ensure 
occupants can escape safely should a fire occur.  In effect, it increases the responsibility of individual 
employers/company to show that their Fire Risk Assessments have been undertaken by a “competent 
person” and are continually being monitored and improved.  
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For companies whose leases cover more than one building, a representative is required for each 
building. It is good practice to ensure that numerous people are trained as Internal Fire Wardens to 
cover for sickness, annual leave or hybrid working. These persons should be made aware of the duties 
of the Internal Fire Warden, thus ensuring there is someone in the building at all times to undertake 
this responsibility. The relevant person should always be aware when they are responsible for these 
tasks.   

  
Companies with more staff may require more than one fire warden to be on duty at any one time. In 
your fire evacuation plan you should include how many fire wardens are required to check your suite 
in no more than one minute. We recommend that you undertake your own fire drills.   

  
Fire Warden responsibilities should include:  

●​ Maintaining the means of escape  
●​ Ensuring that fire doors are not wedged open  
●​ Implementing the company’s’ Fire Policy  
●​ Directing all employees to the assembly point  
●​ Liaising with the YSPL/UoY Estates Team 

  
Under the FSO a nominated, competent person must carry out a Fire Risk Assessment (FRA) and 
implement and maintain a Fire Management Plan.  Each individual company should nominate a 
Responsible Person.  It is the responsibility of the company to complete their own FRA for the 
area that they occupy.  A copy of your (tenant) FRA and management plan should be sent to the 
YSPL team at enquiries@yorksciencepark.co.uk This should include: details of control measures that 
you have in place to ensure the safety of relevant people along with details of  instruction, training, 
planning and recording.   Adequate provision of fire extinguishers; stated in the FSO to be at least 
one extinguisher for every 200m2 of floor space, however this may vary depending on the activities 
of your company and the outcome of your risk assessment.  
 
The following websites may be useful: www.fire.gov.uk and www.communities.gov.uk.  
  

In Case of a Fire/Emergency Evacuation:  
 

●​ All persons are to evacuate the building and proceed immediately to the Fire Assembly 
Point, as stated on the fire action notices.  The Fire Warden/Responsible Person (from 
each company) should follow their duties as per their FRA. 

●​ The appointed Fire Warden/ Responsible Person from each company/employer is to 
report to the YSPL person on duty (within working hours) and clearly inform them 
whether all employees of their company are present or possibly still in the building.   

 
 
Person Emergency Evacuation Plan (PEEP) 
Is a document that details the most suitable and safe method of evacuation of a member of disabled 
staff from a building in the event of an emergency. 
 
Staff disclosure with regard to disability is entirely voluntary. However, it is encouraged to ensure that 
the appropriate resources and specialist support can be identified and provided for disabled staff. 
Please ensure you discuss this with your team and complete a PEEP.  Any PEEPs completed should be 
given sent to enquiries@yorksciencepark.go.uk or for tenants who have an office at the GH please 
email guildhall@york.ac.uk  
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Portable Heaters 
Convector heaters are not permitted in our office door labs. Oil filled radiators which have been 
approved by the University can be used. All heaters should be turned off and not be unattended. 
 

First Aid 
  

DEFIBS are located in the GH (located on the reception desk on the left hand side as you walk into the 
reception area), BC located on the first floor on the right hand corridor) & IT (located on the ground 
floor in the reception area on the left hand wall).  TC it is located to the left of the reception desk, 
hung on a hook next to the corridor door.  The IC DEFIB is located on the reception desk. 
 
First Aid  
Employers/companies are responsible for their own first aid provision and should not rely on the YSPL 
team.  In case of emergency, there are members of the YSPL team currently qualified in First Aid at 
Work.  Please contact your reception for more information. 
 
Nearest Hospital  
York Teaching Hospital, Wigginton Road, York YO31 8HE 
 

Health & Safety 
 

Adverse Weather Conditions  
The Estates/Grounds Team will take responsible care to ensure the immediate pathways around the 
site are safe during adverse weather conditions. However, we cannot guarantee that these areas will 
be free of snow, ice or other weather related conditions that could make these areas, including 
parking areas, unsafe.  You should take all reasonable care and wear appropriate footwear. 

 
Clinical Waste 
All companies are responsible for arranging collection/disposal of clinical waste (including sharps). 
 
Company responsibility   
All companies with five or more employees are required by law to have written proof that they are 
effectively managing Health and Safety.  Companies with less than five employees are required to 
assess the risks from work activities and are recommended to have written proof.  This means having 
a written Health and Safety Policy (dated, signed and revisited at least annually) and Risk Assessments 
(to include a record of the significant findings of risk assessments).   

  
If your company uses any hazardous chemicals, you must provide a list of the chemicals you use to 
YSPL (this information is required as it is shared with the emergency services).  

  
YSPL will annually check and require copies of up to date Health and Safety Policies, but it is the 
responsibility of the company to make sure they have a Health and Safety policy in place if their 
employee number goes above five.  For further help, advice and standard forms please visit the 
Health and Safety Executives’ (HSE) website  www.hse.gov.uk.   

  
The Employers’ Liability (Compulsory Insurance) Act 1969 requires all employers to display an up to 
date copy of their certificate of Employers’ Liability Insurance where employees can easily read it. 
Employers are responsible for the health and safety of their employees while they are at work.   

Tenant  Handbook - Updated Apil 2025 

8 

http://www.hse.gov.uk/


 

Each company is required to have their safety representative identified and this person is then 
responsible for liaising with the YSPL Team and would be expected to attend any Health & Safety 
meetings.   
As an employer you have a duty to protect and keep your employees informed about health and 
safety; however, you also have a responsibility to look after others. Therefore, companies are 
responsible for reporting any potential Health and Safety issues to the YSPL team immediately. 

 
Confidential Waste: 
All companies are responsible for arranging collection of their own confidential waste 
 
Electrical Appliance Testing  
All companies are advised to have all electrical appliances PAT tested.   
 
eWaste Disposal 
All companies are responsible for arranging collection/disposal of IT Equipment (for example defunct 
laptops, chargers, monitors, batteries and other ancillary electronics) and printer cartridges. 
 
Landlord Responsibilities 
In relation to property compliance and maintenance arrangements for plant & equipment.  YSPL/UoY 
are committed to managing: 

●​ Legionella risks 
●​ Upkeep of permanent fixtures & fittings, access control systems etc 
●​ Maintenance of safety critical assets with statutory examination & testing e.g. lifts; LEV 

systems (e.g. fume hoods), gas piping & pressure systems 
●​ Maintenance of fire extinguishers (in communal areas) and other fire safety management 

systems provided by YSPL 

Lone Working  
YSPL is not responsible for the safety of lone workers in offices, laboratories, or generally in the 
building out of hours.   

  
The HSE recommends that procedures should be put in place to monitor lone workers to help keep 
them healthy and safe.   

  
These may include:  

●​ Supervisors’ periodically visit and observe people working alone.  
●​ Regular contact between the lone worker and supervisor, using mobile phones, telephones, 

radios or e-mail.  
●​ Checks to ensure a lone worker has returned to their base or home once their task is 

completed.   
  

For more information on lone working please visit www.hse.gov.uk.    
 
Surge Protection  
As part of our planned maintenance programme, we check electrical systems to ensure they are 
working correctly and are safe to operate. Occasionally, electrical issues arise due to supply issues or 
unforeseen breakdowns. To minimise any issues which could occur from a power surge, we 
recommend that companies install protection between critical equipment at plugs. We cannot take  
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responsibility for any problems arising from unprotected equipment.  
 
Waste Collection 
We provide general and dry mixed recycling waste services to tenants. Recycling bins are available 
near each building.   

 
Meeting Rooms 

 
York Science Park offers meeting rooms at IC, BC, IT, TC & GH to suit your requirements. From small 
meeting rooms, to larger boardrooms.  

  
All meeting rooms have access to FREE Wi-Fi (provided by either Communicate  or City Connect).  
Simply enter your name and email address to gain access. 

  
Catering is available in all meeting rooms from simple breakfasts and lunches to fully catered lunches 
and evening events.  Arrangements can be made for catering options, please email  Campus Kitchen 
campus-kitchen@york.ac.uk  
 
If you are interested in booking the Main Hall or larger meeting rooms at the The Guildhall these can 
be booked by contacting our colleagues at  conferences@york.ac.uk  
 
All meeting rooms have free access to free City Connect wifi.  All equipment and meeting rooms are  
subject to availability.    

   
 

New Companies/Tenants Information 
 

Cleaning  
A cleaning contractor undertakes cleaning of all areas including suites and labs, Monday to Friday, and 
therefore has access to all areas within the buildings.  A cleaning supervisor is also on site on a daily 
basis to coordinate cleaning operations. 
 
If you have any concerns regarding cleaning practices, please email enquiries@yorksciencepark.co.uk 
Please report any cleaning issues to a member of the YSPL team as soon as they arise so they can be 
promptly rectified.  
 
Company Name for Centre Display  
Companies will have their company name displayed on the board/digital screen in the main foyer in 
the respective centres. YSPL will arrange for signs to be affixed to the nameplate on the doors of 
suites. Correct wording will be agreed with the company. Please allow at least two weeks for ordering 
and installation. Tenant companies are not permitted to arrange their own signage or display boards 
without prior consent from YSPL. 
 
 
Your Company Profile on our website 
Our tenants are entitled to their own company profile page on our website.  
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New companies will automatically be added to the website when they fill in our new company form. If 
you have not filled in this form upon starting your contract with York Science Park, your company 
profile will not be added to the website.  
Current tenants can also update their company profile at any time, or be added at a later date, via the 
company update form.  
 
Do you have news to share? 
If you have news, press releases or updates you'd like to share, please do let us know via this form. 
 
Job Vacancies  
Do you have job vacancies you'd like to advertise on our website? Let us know.  
 
Complaints  
YSPL aims to provide a high quality service to all our companies, their employees and visitors.  If you 
wish to make a complaint, please speak to one of the YSPL team or email 
enquiries@yorksciencepark.co.uk   

 
YSPL Forum 
We hold a quarterly forum as an opportunity for companies and their employees to help influence 
decisions about the Science Park, make suggestions for future improvements and to build our 
community.  Please contact enquiries@yorksciencepark.co.uk to find out dates and to sign up. 
 
Co-working  
If you do business in the area from time to time, please use our flexible Co-working space located at 
The Catalyst and the Guildhall.   

  
Benefits include:  

●​ Flexibility to pay for the workstation when you use it   
●​ Daily, Weekly and Monthly rates available  
●​ WiFi included in the price  
●​ A social working environment where you can make new business contacts  
●​ A base to work from if you/or a colleague are coming to a meeting in York 
●​ Between locations and looking for temporary base  
●​ Overflow staffing of your current York Office for specific projects / seasonal work  
●​ All the benefits to your company of a business park without the cost commitment  
●​ Prices upon request for shared workspaces.  

 
Decoration  
YSPL provides cleaning, window cleaning and maintenance to suites. YSPL will not be required to 
decorate, wash or replace carpeting. As per the Lease Agreement it is your responsibility to keep your 
office in good repair. All decorating and repairs must be completed by YSPL approved contractors. 
 
Add a splash of colour to your office 
Colours can set a mood, attract attention or make a statement. 
 
We would like to offer you the opportunity to add a splash of colour to your offices. This could be a 
colour associated with your company brand or simply a random choice to brighten up your space. 
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The painting will be limited to solid walls only, partition walls will not be painted over. The work would 
be completed by our approved contractors.  Unfortunately, we cannot offer this service for free, 
however, we will complete the work at cost price (materials and labour). 
 
So if you are interested in bringing some colour into your workplace, then please get in touch with us 
at enquiries@yorksciencepark.co.uk 
 
Note: When the Lease expires the suite must be returned to its original state by arrangement with 
YSPL. This will be done using approved contractors. As per the terms of the Lease agreement, good 
costs will be incurred for any damage and changes to suites and returning suites to their original state 
and colour. 
 

Furniture  
Furniture requirements will have been discussed and agreed before the lease  commences. Working 
on the basis per person the furniture allocation per person comprises:  

  
1 no. desk (size between 1.2 - 1.6 meter)  
1 no. pedestal drawer set (desk height or under desk)  
1 no. standard operator chair  
1 no. waste paper bin per office 

  
Tables and chairs can be provided for any private meeting space, if available.  

  
For any specialist furniture and anything over and above the standard allocation you will be 
recharged. This will be agreed prior to the items being ordered and YSPL will require written 
confirmation of your agreement to pay. YSPL obtains very good negotiated rates from local suppliers. 
Please contact the facilities team to discuss any changes in furniture requirements.  
 
Heating and Climate Control  
Every effort is made to ensure that the heating throughout the buildings is maintained at comfortable 
levels. Please remember that temperature is relative and although you may be cold your neighbour 
may be warm. If you find the temperature in your office unacceptable, please contact 
fm-helpdesk@york.ac.uk   
 
Induction Meeting  
Each new company is required to appoint a designated representative(s) to attend an Induction 
Meeting with YSPL. This meeting takes place on the first day of tenancy or at a mutually agreed date, 
if this is not possible.  
 ​   
The representative(s) of the company will be responsible for sharing the induction information with all 
other existing employees of the company and any subsequent new starters.  

  
An induction checklist will be completed by YSPL during the induction meeting. If at any time the 
representative or other member of the company wishes to be reminded of the procedures discussed 
in the induction, the team would be happy to do so at a mutually convenient time.   
 
Insurance  
All your fixtures, fittings and goods in your space, including coworking desks, hot desks and Phase One 
Business Incubator workspaces are at your sole risk and you are responsible for your own insurance. 
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YSPL is responsible for buildings insurance and for communal areas only. YSPL will not be liable for any 
loss or damage caused to any of your employees, agents, members or visitors, unless this arises from 
our default or that of our employees.  Each company should have their own insurance in place.  YSPL 
requires a copy of your insurance. 

 
Inventory and Suite Inspection  
Upon commencement of your Lease, the team will complete an Inventory of YSPL owned furniture 
and inspect the condition of the suite, such as carpets, walls, doors, ceilings etc.  
 
This is signed by both parties as an agreement that any damage or refurbishment outside what is 
determined by YSPL to be normal wear and tear will be recharged to the company. The Inventory and 
Suite Inspection forms are then cross checked when you vacate the suite and any necessary recharges 
for making good the suite will be made.  
 
If you wish to make any adjustments to your office you must put this request in writing and send it to 
enquiries@yorksciencepark.co.uk.  A quote will be obtained for any work, this must be signed by the 
company and invoiced before any works are completed.   
 
Keys and Fobs   
Keys, key fobs, coffee fobs and swipe cards can be requested.  At Induction, companies/employees are 
required to complete a Key Indemnity form upon receipt of new keys and companies will 
subsequently be invoiced for the deposit of each item. 

  
Once signed over to you, the keys are your responsibility, and should replacement locks/keys be 
requested in the event of loss you are responsible for the costs incurred.  By signing the form you are 
agreeing to indemnify the Landlord (YSPL) against any loss of the key(s), which includes the cost of 
replacing locks together with all associated keys in existence at that time. Please notify YSPL 
immediately of any lost keys. All deposits are refundable upon return of keys.  

  
Please allow at least 15 working days for delivery of new keys/fobs. YSPL has a patented lock system 
and keys are sent away to a specialist locksmith. Replacement keys can only be ordered by YSPL.   
 
Any tenant with relevant keys/fobs and alarm codes has access 24 hours a day, 7 days a week to the 
premises. A deposit is required for all fobs/keys/kaba cards that are issued.  All deposits are returned 
when keys/fobs/kabas are returned.  
 
Lease  
Each company is required to have a Lease Agreement in place to allow occupancy of your suite. If you 
wish to stay in the premises at the expiry of your current Lease, then a new Lease Agreement must be 
agreed beforehand.  There is no notice period and the Lease term is binding.    Please contact us at 
enquiries@yorksciencepark.co.uk for any information regarding Leases and renewals.    
The Lease Agreement will be excluded from the security of tenure provisions of the Landlord and 
Tenant Act 1954.  This means that you will have no automatic right to remain in the premises or to the 
grant of a new lease when your lease comes to an end. 
 
In order to exclude the security of tenure provisions, we must serve a notice on you at least 14 days 
before the lease is to be entered into and you must make a simple declaration acknowledging that you 
have read the notice and accept the consequences of entering into a lease that is excluded from the  
security of tenure provisions. 
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Lease Period  
Your Lease Period is the date you have signed up to stay for. This is usually 12 months from the date 
you moved in. If you leave early you will be required to pay your rent until the last date of the Lease 
and cover any time required for any ‘making good’ to take place.   
 
Annual Rent Increase 
Approximately two months before your renewal date (or anniversary for a multi year lease) we will 
inform you of the rental increase which is currently CPI+2%. 
 
Gateway Policy 
At the point of any lease renewal, tenants will be asked to demonstrate evidence of our Gateway 
Policy - York Science Park 
 
Leaving/Exit Procedure  
Whilst we will be sad to see you go, hopefully you will be moving on to develop your business further 
and we will be glad to see you grow or change direction. We try to make the exit procedure as easy as 
possible, but it will be your responsibility to leave your office/laboratory as you found them. ‘Making 
good’ work may be necessary (this is defined as returning the suite back to the same condition as at 
the start of your occupancy, excluding any normal wear and tear as determined by YSPL).  

  
If you do not intend to renew your Lease Agreement, please give as much notice as possible to the 
YSPL team. We may have people already expressing interest in your suite and knowing your intentions 
with regards to it will not cause any detriment to your organisation. In fact, our knowledge of, and 
close links to, the marketplace could well be of use to you in considering your future location. Please 
talk to us as early as you possibly can to benefit from this. 
 
Once you have moved out we will check the Inventory against that noted at the Induction to ensure all 
items are present. We will discuss any issues with you, but you will be responsible for reimbursing 
YSPL for any missing items.  

 
Maintenance  
The primary role of the Estates Team is to keep the whole site fully serviced and maintained. When 
reporting any maintenance issues to the YSPL team, please be clear and precise on the 
severity/urgency of the problem as new maintenance issues always arise, some far more serious than 
others.   
All company employees are strictly forbidden from entering any access points, plant rooms, 
communications rooms or other storage cupboards. 
 
Making Good  
A member of the Estates Team will go through the Suite Inspection/Inventory with you to ensure the 
office or laboratory is in good condition. Making good work will be discussed with you and costs will 
be deducted from the deposit we hold or invoiced to you. Whilst this work takes place, it may be 
necessary to ask you for the normal Lease Fee during that period, particularly if the required work is 
extensive. This is essentially still part of your Lease period as the suite is not yet fit for the next 
company. We will work with you on schedules and timescales and keep you informed.  
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Money Laundering Regulations (MLR)  
YSPL has a process in place to comply with the Money Laundering regulations.YSPL will carry out due 
diligence checks and soft searches will be carried out for any companies or individuals registering with 
York Science Park Ltd. 
 
Noise and Nuisance  
Please be considerate to your neighbours and do not carry out activities which cause them 
inconvenience. Reasonable requests regarding noise or behaviour should be considered in a positive 
light. Noise travel is expected within YSPL buildings due to the construction of the buildings and we 
ask that noise is kept to a minimum.  

  
Portal for companies located on the Science Park 
Our online portal allows you  to request invoices and statements, log cleaning jobs, book meeting 
rooms, request car parking permits and view key documents.  Following induction each company will 
have a company admin account registered on the Portal.  If you need additional logins for other 
members of your team please contact enquiries@yorksciencepark.co.uk 
 
Refuse  
Please ensure that all rubbish is always placed well inside bins and not left around them. If it is not 
inside the bin it will not be collected. Cleaners will take away normal levels of office waste. Any large 
items or excessive amounts of waste must be cleared by yourself and placed directly in the external 
bins. Refuse should NEVER be left in corridors, kitchens or other common areas or fire exits.  There are 
external bin stores located in York Science Park and The Guildhall. Please speak to the YSPL team for 
more information.  

  
Recycling  
Arrangements have been made for cardboard, paper (including magazines), cans and plastics to be 
recycled. This service can only take place if everyone helps to recycle properly. Please use these 
facilities: we all have a responsibility for the environment.  

  
Paper, cans and plastics can be placed in the internal recycling bins. Cardboard must be flattened as 
much as possible and taken directly to the blue external recycling bins. Please utilise these facilities 
and do not put recyclable materials in the general waste bins.   

  
Internal recycling bins are located in the following buildings:  

●​ Innovation Centre 
●​ Bio Centre 
●​ IT Centre 
●​ The Guildhall 

  
Please do not overfill the internal bins and be considerate to the cleaners who have to empty them.   

  
External recycling bins  
Please ask your receptionist the location of these bins. NOTE: Cardboard must NOT be left in the 
bicycle sheds.   
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Service Levels    
Our Estates Team are happy to deal with any changes to your working environment or work that may 
be required within your suite and will clearly state when work incurs additional charges. A formal 
quotation will be provided to you, where appropriate. The current service level agreement is available 
to view on the portal and on request. 
 
Smoking  
Smoking is prohibited in ALL buildings and within 3 metres of all buildings. This policy applies to all 
company employees, consultants, contractors, customers, members and visitors. The law also applies 
to ‘substantially enclosed’ public places; this includes the bicycle storage areas.  

  
There are designated smoking areas outside some buildings and bins are provided in these locations. 
Please do not drop cigarette ends on the floor. Please don’t hesitate to let us know if the bins get full.  

  
PLEASE NOTE: The same restrictions above apply to e-cigarettes.  

  
It is the responsibility of all smokers to ensure their cigarettes are put out properly. Any fires which 
start due to failure to extinguish your cigarette properly could put themselves and YSPL, company 
employees and staff at risk.  

 
 

Pets in the workplace 
 
Pets in the Workplace 
YSPL does not permit companies or visitors to bring their animals, including household pets to work, 
with the exception of assistance dogs who are registered to YSPL.   

 
Post and Parcels 

 
Couriers – deliveries 
Please note that our team may not be in reception or available when parcels arrive (due to other 
duties).  It is the responsibility of each company to ensure that a member of staff is on site if you are 
expecting a large, heavy or valuable delivery.    
 
If parcels or packages are left in the reception area we will place these in your assigned pigeon hole or 
in the allocated storage area in each centre.    
 
Any Royal Mail letters/parcels that have a tracking number  that require a signature from you, will be 
held at the reception (or stored). We will contact you and ask you to collect these items.​
 ​
YSPL are not obliged to sign for any parcels, including those that need specialist care, including heavy 
or valuable deliveries or items that may be perishable.  
 
All companies should make courier companies aware that main entrance doors will not be open 
before 08.30 when reception opens. Try to ensure that parcels are not left outside the doors before 
this time.  We do not take responsibility for any parcels that have been left outside of the building by a 
delivery driver/company.  

Tenant  Handbook - Updated Apil 2025 

16 



 

Please give full contact details (including name and company) for deliveries so we can ensure they 
reach the correct destination. YSPL is not under any obligation to sign for deliveries if the recipient or 
the company name is unknown to us, nor if employees of your company are in the building.   
 
We will endeavour to keep all items safe and secure; however, YSPL cannot be responsible for any 
loss or damage to any items that are delivered into the building.. 

  
Couriers – collections 
If you arrange for a courier to collect any item, please ensure you are available when the courier 
arrives. If you are unavailable, or YSPL cannot contact you, in most cases the courier will leave.   

  
If you are not going to be available for the courier, please bring your parcel to reception and provide 
the centre coordinator/receptionist with information as to which courier company will be collecting 
and at what time. YSPL will endeavour to ensure the parcel is passed to the correct courier, but we 
cannot be held responsible for any errors. YSPL cannot be responsible for any loss or damage whilst 
holding your parcel.   
 
Mail forwarding after exit 
Once you leave York Science Park we will hold mail for up to 30 days to give you time to redirect and 
amend your correspondence address.  Any mail or parcels received after the 30 days will be returned 
to the sender. 
 
 
Post - Deliveries  

 
Royal Mail: Once every day (Monday - Friday). Exact times cannot be provided as Royal Mail varies 
their delivery route. 
 
Collections 
Royal Mail: There are no collections unless organised by individual companies..  
 
University: Collect twice a day from IC between 8:40am and 3:30pm approx. TC between 8:30 am – 
4:00 pm approx. No collection from the GH, ITC or BC the  post is brought to the IC at approx 2pm. 
 
The University postal service receives and distributes to Royal Mail, it is not limited to University 
departments and subsidiaries. 
 
Franked mail is not collected by the University Mailroom. Any franked mail and franked mail bags can 
either be taken to the Post Office or the franked mail box located on Innovation Way (on the left hand 
side of the road just past the boiler house chimney). 

  
Post Stamps for buildings located on the Science Park. 
The University Mailroom offers an easier way to arrange postage than having to buy stamps. We can 
provide you with a coded ink stamp. The Mailroom then weighs and franks your mail appropriately 
before sending it onto Royal Mail. The Mailroom sends an invoice to YSPL and we invoice you monthly. 
To request a mail ink stamp please email enquiries@yorksciencepark.co.uk.   

  
The University Mail Service does include the Royal Mail Special Delivery service and information is 
logged in the Mail Room. Paper work is not provided back to the sender due to the large volumes of 
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mail sent through the mail room daily but if you require a tracking number for your Special Delivery 
please contact the mail room on 01904 342049.   

 
The Campus Print Shop offers a Postal Service, they are located in Market Square. 
Alternatively, Heslington Post Office can provide the usual Royal Mail Special Delivery service and will 
issue your paperwork/receipt as normal. 
 
Suspect Letter/Package 
If you have the slightest suspicion that a letter or package may be an explosive device, call 999 
immediately.  Inform YSPL and the Security team immediately. 

 
TV Licence 
All tenants including Coworkers need a TV Licence to watch or record programmes on a TC, computer 
or other devices as they’re broadcast, and to watch on demand BBC programmes on IPlayer. 

 
Out of Hours Procedure 

Out of hours refers to the following time periods: 

Monday – Friday - When the reception desk is unmanned 

Saturday and Sunday - all day  

All Public Holidays and Christmas closure 

The out of hours procedure applies throughout the periods listed above, it applies to all companies 
and their visitors (including contractors) on site. 

Responsibility for employees and visitors 

It is the duty and  the responsibility of the company to be fully aware of the proposed activities for 
those for whom they are responsible, particularly when working out of hours.  Employers are 
responsible for the health, safety and welfare at work of their employees and visitors and must ensure 
adequate control measures are in place. 

Please ensure that all staff members: 

●​ Have the necessary keys/fobs/intruder alarms codes. 
●​ All employees understand that they must lock the front door behind them when entering and 

exiting the building outside of reception opening hours, regardless of whether it is locked 

when they arrive. 

●​ Are aware that they are responsible for setting the alarm and locking the door.  If you are 

unsure if you are the last person to leave please set the alarm. 

●​ Employees do not let anyone into the building if you are unsure of who they are. 

●​ All employees know the evacuation procedure and emergency exit points of the building, and 

will evacuate the building IMMEDIATELY upon hearing the fire alarm. 

●​ Understands that if they are the first to arrive in the morning they should unset the alarm. 
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If you encounter any problems with the alarms, are unable to lock the door or have any security 

concerns. 

YSPL Out of Hours - Contact University Security on 01904 324444  

GH Out of Hours - Contact Gough & kelly Security on 0344 880 7100 option 1 

 
Guildhall note: 

If you  are going to be in work after midnight at any point you will need to notify the Guildhall team 

on guildhall@york.ac.uk so that our overnight security patrol team is aware.  The security patrol 

team are Gough and Kelly, and will hard lock the building at midnight each day unless you have 

notified the team you are staying late.  

Gough and Kelly can be contacted by phone or email: 

●​ Non emergency number– 0344 880 7100 option 1 

●​ Emergency number – 0344 880 7100 option 1 

●​ Email address - SecurityGKMgtTeam@york.gov.uk   

 

Companies are entitled to 24 hour access to their suite, subject to compliance with the YSPL Out of  
Hours Procedures. Failure to comply with these procedures may be considered a breach of your Lease 
Agreement.  

To maintain security and fire safety in the building it is essential that the Out of Hours Procedure is 
followed by ALL company employees.  

Safety & Security  
 

Alarms and Intruder Systems 
The IC, BC,ITC, EH,TC and Guildhall are all equipped with intruder alarm systems. It is critical that all 
companies take responsibility for setting the alarms and for building security.   

  
Communal areas, and some individual offices are covered by separate alarm systems with a variety of 
codes. Use of relevant alarm systems will be covered in detail at Induction. If you need reminding of 
any alarm codes please email enquiries@yorksciencepark.co.uk 
For those of you who are tenants of the Guildhall please email guildhall@york.ac.uk 
 
Please do not give any fob to unauthorised people (for example, non tenants, employees or family 
or friends). 

  
Anyone using the building out of hours is responsible for following the Out of Hours Procedure 
(detailed below). This is in effect before 08.30 and after 16.30 (16.00 on Fridays), or when a reception 
is closed.  It is very important that the buildings are secured and alarms set overnight. Alarms are 
connected to an external receiving centre, and are also monitored by the University of York Security 
team who are responsible for our on-site security. University Security provides a 24 hour security 
service to the Science Park & Gough & Kelly to the Guildhall but they cannot be everywhere at once, 
therefore, the importance of vigilance by building users cannot be overemphasised.   
 
All companies are requested to adhere to the following procedure, particularly when offices are left 
unattended:  
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●​ Lock all office/lab doors and set all alarms where present.  
●​ Ensure that all windows and grills are fully closed and locked.  
●​ Fully draw and close all blinds, particularly on the ground floor to avoid tempting thieves.  
●​ Ensure that no valuables are left in view, particularly on the ground floors.  
●​ Lock away any laptops and high value items or take them off-site.  
●​ Do not leave any key fobs or keys lying around, keep them with you.  
●​ Ensure all secure doors fully close behind you at all times of day. Please do not allow anyone 

through who you do not know and please report any possible intruders or suspicious 
behaviour to a member of the YSPL team.   

●​ Follow all aspects of the Out of Hours Procedure when receptions are closed.   
  

It is very important that all members of your staff understand these procedures. Please contact a 
member of the YSPL team if you wish to discuss any security procedures.  

  
Your cooperation on security matters is very much appreciated. Failure to comply with security 
protocols may be interpreted as a breach of Lease.  

 
Intruder Alarm Activation  
If any alarm is activated out of hours due to persons not following the procedure, the cost of any 
security on site response will be charged to the company. 
 
GH NOTE:  You are unable to enter the Guildhall ground floor back entrance (near the ground floor 
kitchen) with your fob between Friday 4pm - until Monday 8am. We would ask that you please use the 
main reception entrance door between these times. 

  

Major Incident and emergencies 

YSPL/UoY would follow their Business Continuity Plan for any major incidents.  For those tenants 
located in the City Centre the links below are useful. 
 

Major incidents and emergencies – City of York Council 

City Centre Evacuation Plan – City of York Council 

 

 

Reception Services 
 

Christmas Shutdown   
We do not staff receptions between Christmas and New Year.  Please refer to the Out of Hours 
Procedure as this applies at all times out of hours. All company employees will still have access to the 
building at this time.  

  
Should there be an emergency you can contact Security (01904 434444), they hold various emergency 
contact numbers for our team if necessary.  This includes any maintenance issues requiring urgent 
attention.  
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Guildhall Security: Non emergency number– 0344 880 7100 option 1 or Emergency number – 0344 
880 7100 option 1 
 
Reception Opening Hours  
The IC, IT, TC and the Guildhall reception desks are open from 08:30 – 16:30 Monday to Thursday, 
08:30 -16:00 Friday (excluding public holidays).  Occasionally the receptionists will be absent for 
training, team meetings, to organise the meeting rooms, or to attend to visitors away from the 
reception desk; we will endeavour to keep these absences to a minimum.   
 
 

Telephone and Data Connections 
 

Telephones and Communications for IC, BC, ITC & TC   
Communicate, are the preferred supplier at York Science Park.   
 
Communicate is based on York Science Park. Please call 01904 217000 or email 
servicedesk@communicate.technology for more information on available services. 
  
WiFi 
Communicate provides FREE WiFi at York Science Park called yds-public.  Simply enter your name and 
email address to gain access. City Connect  
 
 
Guildhall Wifi/Data Connections/Broadband  

Modern Networks is YSPL’s exclusive provider of internet at the Guildhall. They specialise in internet 
access for multi-tenanted commercial property. 
Prior to commencement of your licence agreement, you will have been given the details of how to get 
connected to broadband through Modern Networks. This must be arranged directly between you and 
Modern Networks. You can contact them on 01223 755055, or by emailing  
sales@modern-networks.co.uk FAO of the Account Manager 
 

Visitors 
 

Visitors  
Centre Receptionists will greet all visitors, however they are occasionally called away and visitors may 
sometimes bypass these procedures. We therefore ask that each company takes responsibility for 
their visitors by ensuring that they have parking permits where necessary.  

  
Companies are responsible for visitors’ welfare at all times and should ensure that fire evacuation 
plans include how to deal effectively with visitors to the site. Signs on Reception clearly state our 
intention to test fire alarms. 

  
Visitors should not be left to wander around the buildings alone at any time. Please remember that 
some companies have very strict security arrangements and visitors should always be accompanied.  

  
Please do not let anyone ‘piggy back’ as you access either the buildings out of hours or locked or fob 
access areas. It is imperative that you ask people who they are and what their business is if you are at 
all unsure. Please report any suspicious behaviour to the YSPL team during office hours, or to the 
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University Security Team  out of hours (01904 434444) for the Guildhall Security (Gough & Kelly) ring 
0344 880 7100 option 1 
 
 
 

YSPL reserves the right to change and update this handbook from time to time. All information 
contained herein is correct at the time of compilation. 

Tenant  Handbook - Updated Apil 2025 

22 


	Welcome to York Science Park - our buildings include the Innovation Centre (IC), The Catalyst (TC), IT Centre (ITC), Bio Centre (BC) and the Guildhall (GH). 
	Accounts Information 
	 
	Arrears/Debt Collection  
	If you fall behind with any service or rental payments, we will: 
	1.Send you a statement and an overdue reminder letter detailing your arrears in the first instance to follow up on any late payments.   
	2.If the outstanding balance remains unpaid then you will receive a termination of access letter for your office and an external debt collection agency will be instructed to collect the debt. (Where possible we will try to resolve any debt issues with companies directly).   
	 
	Invoicing 
	All service invoices are raised retrospectively on the first/second week of the month (you will receive an invoice in May for your April service charges etc).  We require an email address to forward all invoices and statements to 
	 
	Rental Deposit  
	 
	Standing Order/BACS   

	Car Parking & Transport 
	 
	Bicycles  
	If you need details of the bike store digilock combinations please ask your Receptionist. 
	 
	Car parking at the GH 
	Please note that there are no tenant car parking facilities at the Guildhall. 
	Car Parking for our tenants at IC, BC, ITC & TC 
	Visitor Parking at GH 
	Please note that there is no visitor parking available.  York City Car Parks 
	 
	Visitor Parking at IC, BC & ITC  
	Visitor Parking at TC 

	Communal areas 
	Kitchens  

	 
	Fire and Evacuation 
	Fire Alarms & Extinguishers 
	Fire and Evacuation Procedures  

	First Aid 
	DEFIBS are located in the GH (located on the reception desk on the left hand side as you walk into the reception area), BC located on the first floor on the right hand corridor) & IT (located on the ground floor in the reception area on the left hand wall).  TC it is located to the left of the reception desk, hung on a hook next to the corridor door.  The IC DEFIB is located on the reception desk. 
	 
	First Aid  
	Nearest Hospital  

	Health & Safety 
	Adverse Weather Conditions  
	The Estates/Grounds Team will take responsible care to ensure the immediate pathways around the site are safe during adverse weather conditions. However, we cannot guarantee that these areas will be free of snow, ice or other weather related conditions that could make these areas, including parking areas, unsafe.  You should take all reasonable care and wear appropriate footwear. 
	 
	Company responsibility   
	Electrical Appliance Testing  

	Meeting Rooms 
	New Companies/Tenants Information 
	Cleaning  
	Company Name for Centre Display  
	Companies will have their company name displayed on the board/digital screen in the main foyer in the respective centres. YSPL will arrange for signs to be affixed to the nameplate on the doors of suites. Correct wording will be agreed with the company. Please allow at least two weeks for ordering and installation. Tenant companies are not permitted to arrange their own signage or display boards without prior consent from YSPL. 
	 
	Complaints  
	YSPL Forum 
	Co-working  
	Decoration  
	Furniture  
	 
	Heating and Climate Control  
	Induction Meeting  
	Insurance  
	Inventory and Suite Inspection  
	Keys and Fobs   
	Lease  
	Lease Period  
	Leaving/Exit Procedure  
	 
	Maintenance  
	All company employees are strictly forbidden from entering any access points, plant rooms, communications rooms or other storage cupboards. 
	 
	Making Good  
	Money Laundering Regulations (MLR)  
	Noise and Nuisance  
	Portal for companies located on the Science Park 
	Refuse  
	Recycling  
	Smoking  

	Pets in the workplace 
	 
	Pets in the Workplace 

	 
	Post and Parcels 
	Couriers – deliveries 
	 
	 
	Post - Deliveries  
	Post Stamps for buildings located on the Science Park. 
	Suspect Letter/Package 
	TV Licence 

	 
	Out of Hours Procedure 
	Safety & Security  
	Alarms and Intruder Systems 

	Reception Services 
	Christmas Shutdown   
	Should there be an emergency you can contact Security (01904 434444), they hold various emergency contact numbers for our team if necessary.  This includes any maintenance issues requiring urgent attention.  
	 
	Reception Opening Hours  

	Telephone and Data Connections 
	Telephones and Communications for IC, BC, ITC & TC   
	Guildhall Wifi/Data Connections/Broadband  

	Visitors 


