SYSTEM GUIDANCE

HOW TO SUBMIT EVIDENCE
IN THE EVENT OF A DISPUTE

SAFE
O DEPOSITS
SCOTLAND
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G SefeDeposits  pocource Centre Tenants Landlords/Agents Sign Up About ( e (
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Select Login from the dropdown menu at the top right of our homepage, then enter your
details to access your account.

The only tenancy deposit protection scheme based in Scotland. We
protect your tenancy deposits and provide free and impartial
resolution in the event of a dispute.
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Click the option that best describes you

o~

M ATENANT "M A LANDLORD / AGENT
SafeDeposits
Is my deposit protected | | want to protect a deposit () Scotland

| want my depositback () Repay a deposit

User name

' Password
Remember me Forgot password?
How it works
Joining the largest deposit scheme in Scotland couldn’t be easier. Follow the steps below, and we're just a click or a call away if you need any assistance. Sign up
Y- ST . Y .
CREATE AN ACCOUNT RECISTER PROTECT PAY THE DEPOSIT




TENANTS
Start > Select Dispute Summary ® T ®

O, o Key Documents  Claim Breakdown  Additional Comment  Review & Submit

@ ® L]
LANDLORDS AND AGENTS

4 2

;‘:&‘:"’“ Resource centre Tenants Landlords/Agents About » ev
::m" Resource centre Tenants Landiords/Agents About P 9 v
. Welcome B Rancis G thndmstens. G New. L
Choose the relevant deposit % Compien
Z O Markacng preterences 0 Prctauses Btk dena
from the Repayment nOt welcome - Deposit management % My portfotio s Reporting ) Bulk actions My account
agreed — in dispute resolution’ 0% Complate
section of your account = )
. . o1 Deposit management P My portfolio 5 Reporting 57 Bulk actions = My account « Goback
summary by clicking on view / g
edit Total records :1
Alternatively you can click on g o Back to branch management ‘ Protect a new deposit Enter your search here e Date DaAN Tenancy address Action
. /

the bell icon which will list - o R @
your outstanding actions and © Registered (not paid) 0 £0.00
the deposit should be listed

© Awaiting payment 0 £0.00
there. Click on View.

© Deposits held by scheme 1 £250.00 \ J

© Repayment requested by tenam 0 £0.00

© Repayment requested by agent/landlord 0 £0.00

© Repayment not agreed - In self-resolution 0 £0.00

g N\
@ Repayment not agreed - In dispute resolution 1 £300.00
Address Start date Deposit held Deposit & T
17/05/2022 £300.00 Dy 1
/

Dispute
Summary




Start > Select

Dispute Summary

TENANTS
O & @

Key Documents

Claim Breakdown Additional Comment

@ @ 9
LANDLORDS AND AGENTS

Review & Submit

From the deposit summary
choose the option Submit
evidence. This will take you
onto the submit evidence
page which will show a
summary of the dispute.

Deposit summary

o

Submit evidence

(( Coback &
/

On these pages you can also
indicate that you no longer
wish to pursue the dispute.
Select Cancel dispute to stop
the process. We will then
make payment of the disputed
amount to the other party.

Click on continue to begin the
evidence submission

Tenants associated with this deposit

Name Type Email
Mr. Douglas Tenant Lead Tenant
Land iated with this deposi
Name Type Email
Miss Katherine Landlord Primary Landlord
Address
Tenancy start date

Deposit amount stated in tenanky agreement
Amount protected by SafeDeposits Scotland
Deposit account number

Deposit reference

Deposit status

You have until 07/07/2022 to submit details of your case and your evidence.

We have rel d the following in accordance with the parties’ Instructions
< Amount repald to agent/landlord £0.00
@Egmailcom Amount repald to tenant(s) £150.00
Total amount repaid £150.00
Dispute summary
Amount réquested by agent/landlord £150.00
« Of which is agreed by tenant  (£0.00)
—
Disputed amount held by SafeDeposits £150.00
Requested by you Previously agreed by tenant Amount in dispute
Cleaning
17-May-2022
oo &5
£300.00
DAN Please give your consent to the following:
Not supplied

Repayment not agreed « In dispute resolution

| give authority to SafeDeposits Scotland to consider my dispute and confirm that

® | accept responsibility for ensuring that any personal data contained in the information | submit complies with the
Data Protection Act 1988 and the General Data Protection Regulation;

® | consent to the information | provide belng shared with the other party to the dispute, the adjudicator and anyone
else involved in resolving it

® | agree that the decision of the adjudicator will be final and binding, subject to the review perocess ,

| consent to the above

This i3 your opportunity 16 provide detasts
of your claim and evicence to Support it
You €an retumm to edit your response at
any time up 10 OT/07/2022. Curing the
Process, your submisisce will be saved
Jutcmanscally ¢ach tIME you press

‘Continue”

Afeer 0700772021 your information will
B¢ MaSe avalladle 50 the tenant ang they
will be asked to provide thelr response
The adjudicacor will use 3l the
Iformatcn f1om DOt paTies i maling
thelr decksion. It is Imporcant that you
provide the information you wish the
Adjudicaton 16 see row. Sa%eDeposits will
generally Aot CONLICT YOU IZAIA €O a5k for
more Informancn

Please respond fullly to 3l the guestions
3k 1t b5 your responsibilaty €0 explain
your claim cleaely and highlight the
relavant evidance

You will be asked Arstwhather you have
soeng ey Socuments. PLease be aware
that the success of your ¢laim may be
compromised If you aré unable 1o pronide
them. If you €0 not have one or more of
the key documents, please comsider
whether you wish 10 convevae with your
claim. You can opt to withdraw from the
CHPpULe 3% any point Suring the ¢vidence
PDMISEON process by selecting the
cprion 10 Cancet dispune”. The

s g balance of the deposit would

B 1etuined 1o th témant.

Claim Breakdown
- Tenants

Key Documents
- Agent and
Landlord




Start > Select

Dispute Summary

TENANTS

@
Key Documents

Claim Breakdown

Additional Comment

®
Review & Submit

LANDLORDS AND AGENTS

You will first be asked to
provide the three key
documents, which are
essential for most deposit
claims — the tenancy
agreement, the inventory /
check-in report, and the
check-out report.

You will be asked to confirm if
they have these documents,
and if you do you should then
upload them here.

Key documents

Tenant's obligations and use of the
deposit

Condition of the property at the
start of the tenancy

Condition of the property at the end
of the tenancy

Claim breakdown

Additional comments Review submission

Do you have a tenancy agreement?

Yes No

TenancyAgreement-230622.pdf =) |
662.16 KB

Do you have an inventoryicheck-in repont?

Yos Na
InventoryCheckin230622.pdf (ovr )W
12.91 MB

Do you have a check=out repon?

Yes No

CheckOut230622.pdf (evww )W
354 M8

In this section, you should subait
documneres that may be relevant foe
multiple clalm leres. For example, M you
have claims for cleaning and gacdening,
we only need you to submit your
Invertory once. You will be iwited co
subesis additional evidence which is
relevant to particular claims areas inthe
nexx step(s).

The tollowing fle fypes ane supperted

pdf doc doex txt atf odt s adix ods
meg cov png Jpeg Jpg gif O df bmp
P D ERS WY WaY L PRT PRt

Yo mary add one file to each section. The
size limit for 2ny individual file is 20mb.

Dispute

Summary




Start > Select

Dispute Summary

TENANTS

Key Documents

Claim Breakdown

O,

Additional Comment

Review & Submit

-4

LANDLORDS AND AGENTS

’

You will be invited to provide
in turn details for each claim
category in the Claim
breakdown section.

After you have entered the
requested text, you will then
be able to submit supporting

documents using the facility at

the bottom of the page.

You may upload up to 5 files

per category. Either drag and
drop each file or select from

the file browser.

Click on continue to complete

this section.

Key documents

Your claim for cleaning

Requested by you

Please describe your claim for
cleaning

What clause(s) in the tenancy
agreement support your claim for
cleaning?

What is your evidence of the
property’s cleanliness at the start of
the tenancy?

What is your evidence of the
property’s cleanliness at the end of
the tenancy?

What evidence supports the value of
the claim you are making?

Please upload evidence relating to
your cleaning claim

Claim breakdown

Previously agreed by tenant

Additional comments

Review submission

Amount in dispute

In this S4Con, you shiondd 399 Information
11GVaNT 10 TS red of your clalm
Bamples of useful information iInclude
photographs, invoices, comespondence or
CONLrACIOns’ reponts.

The following file Types are supponed

paf Coc dook tax rf oot xis xisx .ods
meg csv png jpeg Jpg gif v af bmp
mp3 mpd werv wav ppt ppex

1f you provide 3 photograph. you will be
akad 1o Lbel 1t claarty.

11900 3¢ 3D 10 Degdk Sown Gach Claim
10 provide more cetall wwill hadp the
acjudicator understand more abous the
Sum you dré claiming When answering the
questions, please refer 1o all of your
eidence, Including the kity tmanky
JPEMRNG, ERENOrY 3nd Chitkeout

INfOrMItion to dEmONSTIate MW your /
evidence supports the clam you e
making

Tha 2Epacacor will NOL CONSEILCE the
<laien for you from the evidence you
provide 50 you should point out clearty
how the evidence you have provided
SUPPONTS €aCh element of your clalm

11y M@ Raving QHRCUty peovicing
SVICRNCR OF WPWRTING TG QRIONS, You
<an retum and complate o 34 10 your
submission before 07/07/2022. f you do
not have relevant evidence. you may wish
10 consider cancelling the Gispute. If you
40 0, we WL Py afry Outstanding deposic
10 the wWnae

The stz et for any Individual file is
20mb. You may 334 up to § files for each
<l type. In 3dition 10 the key
documents previousty ddded

€]

-

AN

Drag and drop file
OR

Browse

P e el et

5. Cleaners Invoice.docx
21.6KB

‘ No file Selected

Gl

© Find o why you only add 5 files per
claim area in our help article

Key
Documents

Additional

Comment




Start > Select Dispute Summary

TENANTS

@ @ ,-/‘Key Documents

® @ o
Claim Breakdown Additional Comment  Review & Submit
@ O; ®
LANDLORDS AND AGENTS

Submit evidence

Key documents Claim breakdown

Additional comments Review submission

You will then be invited to

If h additional ts
submit any additional AR AR A R

. to make in support of your claim,
comments (this is at your

please do so here
discretion), then click on

continue. L

Claim Review &
Breakdown ' Submit




Start > Select

TENANTS

Dispute Summary

@ /,Key Documents

Claim Breakdown Additional Comment

®
Review & Submit

@ @
LANDLORDS AND AGENTS

©

You will be advised of the
time remaining for your
evidence submission and
given information on the next
stage of the dispute process.

If you are satisfied that you
have submitted all the
evidence that you wish to,
then you can contact us to
have the case moved on
before the expiry date.

Submit evidence

(oo D

Key documents Claim breakdown

Additional comments Review submission

Everything you added in the previous steps has been saved and you may safely leave this page. You may return to review

or amend your submission until 07/07/2022.

The tenant(s) cannot see your submission until after 07/07/2022.

You will not be able to amend your evidence after 07/07/2022. After 07/07/2022 we willinvite the tenant(s) to view
your submission and make a submission of their own within a further 10 working days.

After the tenant’s deadline has passed, an adjudicator will make a decision within a further 20 working days. You will be
able to view the tenant's submission after their deadline has passed, but will not be able to comment on it.

You can cancel your dispute at any time during these stages by selecting "Cancel dispute’ at the top of this page. If you
did this, we would return the remaining deposit to the tenant(s).

Go to deposit summary

Additional
Comment




TENANTS

Dispute Summary @ PN Py

Claim Breakdown

Start > Select
& &

Review & Submit

@ @ @
LANDLORDS AND AGENTS

Key Documents Additional Comment

Submit evidence

l'/ o CoBack j Cancel Dispuse
LR AR

In this section, you should 38d Infarmytion

------------------- - 3 Frrmssrms s 4
relevant 1o thas area of your claim.
Examples of useful informacion include
Key documents Clalm breakdown Additional comments Review submission phatagraphs, invoices, comespondence or

CONEIaCtons” repants

Agentlandlord’s evidence for their claim for cleaning The Billomieg s wypes ans sopported

Requested by agent/landlord Previously agreed by you Amount in dispute
You will then be able to view PaT 40c ook bt 11f 0dt s Msx 043
o . ¢ T oif B
the landlord / agent’s R R WS DL SR e
mMp3 MPS WY Wav ot ppmx
evidence submission in turn m
by category. The written If you provide 3 photegraphiipeg. you wil
. .. . ¢ askad 10 bt I claast
element of their submission is e
Agent/landlord’s description of
at the top of the page. G S a3 :
P pag claim for cleaning DIUUOIM FEQur e I e ekl Bk, i Tha 3djudicater will Aot Construct the
b $0S Cxaaned. Lt S €laim for you from the evidende you
i previde 50 you should potent out clearty
how the evidence you have pn:mded
SUPPOILS YOUr position
Clause(s) in the tenancy agreement
which support the claim for If you 3re havang gificuley provicing
cleaning, as advised by eVidEnce of answering the questions, you
agent/landlord can retan and complete or 3dd o your
submissscn before 08/0772022
Ase‘mndlwo: ot P P Ser The size Limiz for any Indnidual file is
R gy ; 20mb. You may 24d up to 5 Mes for each
cleanliness at the start of the
<laim type
tenancy
© Find out wivy you only 29d 5 files per
Agent/landlord’s description of clalm ared in our help article
their evidence of the property’s nec &5 NIVENeS

cleanliness at the end of the tenancy

Dispute

Summary

View
Evidence




Start > Select

TENANTS

Dispute Summary (@) PN

O

® Key Documents Claim Breakdown Additional Comment
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Review & Submit

LANDLORDS AND AGENTS

Scroll down to view the
documentary evidence
submitted by the landlord for
each category, and their key
documents (tenancy
agreement, and check in and
checkout reports).

Click on view to download
each document, and then
continue when you are ready
to enter your response.

Agent/landlord’s description of
thels evidence to support the value
of the claim

Key documents submitted by agent/landlord

Tenant’s obligations Tenancy agreement submitted by sgent/landlord
TenancyAgreement-230622 pdf & View
662.16 KB

Condition of the property at the Inventory/checkin submitted by agent/landlord

start of the tenancy
InventoryCheckin230622.paf @ Vew
1291 M8

Condition of the property at the end Check-out submitted by agent/landlord
of the tenancy

° CheckOut230622.pdf Covwe )

354 MB

Agent/landlord's additional evidence for cleaning

S Shmns i (ow)

216KB

7__Cleaner email showing pre and after cleaningof [ © vew )

hob.msg

480.5 KB

Cleaning Picture JPG
° 103.17K8 Description: bathroom cleaning

requiced

° Cleaning Picture PG Cove )

103.17K8 Description: bathroom cleaning

Claim
Breakdown

Add
Evidence




Start > Select

Dispute Summary

TENANTS
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Key Documents

Claim Breakdown

.
Additional Comment

®
Review & Submit

LANDLORDS AND AGENTS

Enter your written response in
the relevant field, and you will
then have the opportunity to
submit any documentary
evidence that you feel is
relevant to your claim.

You may upload up to 5 files
per category. Either drag and
drop each file or select from
the file browser.

Key documents

Claim breakdown

e . T T T T Ry

Additional comments Review submission

Your response to the agent/landlord's claim for cleaning

Requested by agent/landlord

Amount in dispute

£150.00

Previously agreed by you

Do you agree with the Please read the information provided by the sgent/landlord before you
agent/landlord’s claim for cleaning?  raspond to the claim If you dacide that you now wish to accept any part of the

claim you can do 50 by clicking the 'Yes’ button below. The ddjudicator will see

this informaticn and take accouns of it in their decision,
Ploase toll us why you dissgree

- L 349 S Cleanec at enc of ceny Am STANCHIS 35 L maved In
(
Your evidence Do you have any evidence that you wish the adjudicator to consider?
Yes e
2__Email showing photos of property when W
° vacated-737 paf
13IMB
B R R R S S N S R S i e Sy
1 A ]
' S '
z AN )
' "
: No file Selected
' Drag and drop file . -
I

- OR '
' '
. = -
' ‘
R S e e S e e e e g S s ot e o e o g o avey B '

In this section, you should add ieformacion
relevant to this area of your claim.
Excamples of useful snfarmacion include
photographs, invoices, comespondence or

CONCIACTONS' repoats.

The folowing Ale types e fupperted

pdf .doc docx oxt.rtf .ode xls xlsx ods
msg c3v png jpeg Jog g t¥ cif bmp
mp3 mpd wmv wav ppt ppex

if you provide a photographijpeg. you will
be asked to label it clearly

Thae 32judicacsr will A0L CONSLIUCE the
cLatm 1o you from the #idande you
Provice 50 you 1ROAS pint Ut Cladrly
how the evidence you have provided
SUPRSITE YOur pOLiCa,

if you are havieg diffculty providing
eviderce or answering the questions, you
can recurn and complete or 3dd 1o your
submissicn before 02/07/2022

NY‘N size Limit for any fedividual file is

2OmE. You may add up to S files for each
claim type.

19 find out why you only 33d 3 flet par

KLairm ared in Sur halp articla

View

Evidence

Additional

Comment




TENANTS

Start > Select Dispute Summary PN ®© P
® ® Key Documents Claim Breakdown Additional Comment  Review & Submit
x’ @ @ ®
LANDLORDS AND AGENTS

Submit evidence

4 GoBack |EEETRVTTE

Key documents Claim breakdown Additional comments Review submission

You will then be invited to
submit any additional
comments (this is at your
discretion), then click on
continue. L

If you have any additional comments
to make in support of your claim,
please do so here

Continue

Add Review &
Evidence Submit




Start > Select

TENANTS
Dispute Summary B PN

©

Review & Submit

® Key Documents Claim Breakdown Additional Comment
~—ae @ ®

LANDLORDS AND AGENTS

You will be advised of the
time remaining for your
evidence submission and
given information on the next
stage of the dispute process.

If you are satisfied that you
have submitted all the
evidence that you wish to,
then you can contact us to
have the case moved on
before the expiry date.

Submit evidence

| o GCoBack |EEETEEENE

Key documents Claim breakdown Additional comments Review submission

Everything you added in the previous steps has been saved and you may safely leave this page. You may return to review
or amend your submission until 07/07/2022.

The tenant(s) cannot see your submission until after 07/07/2022.

You will not be able to amend your evidence after 07/07/2022. After 07/07/2022 we will invite the tenant(s) to view
your submission and make a submission of their own within a further 10 working days.

After the tenant’s deadline has passed, an adjudicator will make a decision within a further 20 working days. You will be
able to view the tenant’s submission after their deadline has passed, but will not be able to comment on it.

You can cancel your dispute at any time during these stages by selecting ‘Cancel dispute’ at the top of this page. If you

Go to deposit summary

did this, we would return the remaining deposit to the tenant(s).

Additional
Comment
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