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This Handbook is supplied for your Apartment 
Please read this handbook to ensure all occupants are familiar with its contents.

This Handbook must be read in conjunction with the Body Corporate Operational Rules.
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Introduction
When you purchase an apartment in a unit-titled building, you automatically become a member of its Body Corporate. As such, you are a part of a legal and physical community which arguably imposes a higher level of responsibility and greater levels of cooperation on you than when living in a suburban stand-alone house.  It is therefore important that both owners and tenants are mindful of the various relationships within your complex – with fellow owners, tenants, the building and body corporate management, and any suppliers providing services to the complex. An understanding of the various facilities and systems within your Body Corporate is also important if you are to enjoy living in your complex in a safe and cooperative manner.
This manual’s aim is to be of assistance with these issues, providing some basic information related to both common areas and your own individual apartment, seeking to assist you in both protecting your investment and in getting the most out of body corporate living.
1. FIRE AND EVACUATION
Please study the evacuation plan located in the common area of the complex.

IMPORTANT



If a fire is discovered, telephone 111 immediately and ask for 'fire'.

Give the address and location of the fire, namely, Harbourside Apartments, 5 Kent Terrace
If the building alarm sounds:
· Leave the building via the stairwell. Do NOT use the lift;

· Do NOT leave your apartment carrying food and drink; 

· Should you have mobility difficulties, please ensure that the NZ Fire Service is notified when an alarm sounds so that appropriate assistance can be provided by the fire service;   

· Do NOT attempt to remove vehicles; 

· Assemble in the locations identified in the fire evacuation procedure.

All Fire Escapes must be kept clear at all times.  Smoke doors are not to be wedged open and must be kept closed.  
2. HEALTH AND SAFETY
Health and Safety Legislation places shared obligations on both owners and occupiers of buildings.  These obligations also extend to visitors such as Contractors carrying out work on site.

Where hazards cannot be eliminated, the law requires that the Body Corporate implement procedures to keep people safe.  Wherever practicable, the Body Corporate will install signage as a guide for all concerned.

While mindful that owners have control of their own unit, there are, however, some areas of mutual responsibility with the Body Corporate.  Guidance is available from the Facilities Manager (YPM).
Please report any accidents, incidents, or near misses to YPM, your Body Corporate Managers on 
04 4737330.
3. BUILDING MANAGEMENT

YPM
YPM look after the running of both the internal and external common areas of the complex, including but not limited to cleaning, gardening, refuse collection and general maintenance of these areas.
If you have any issues or see any damage to the Common Areas of the complex, please contact YPM on (04) 473-7330 and ask for Maria Nawrocki
Residential Tenancies (RTA)
If you are a tenant living in Harbourside Apartments, your line of communication is with your Property Manager or Owner. Please notify your Property Manager of such things as lost keys, damage to the building, and damage to the apartment.
4. BODY CORPORATE RULES

Any tenant or occupier of a unit must be provided with an up-to-date copy of the Body Corporate Rules by the Owner/Property Manager for the complex.

These set out the expectations and responsibilities of Owners and Occupiers and are included with this handbook.
The following information relates to both common areas and your own individual apartments.
INSURANCE
Insurance is a major cost to the body corporate and generally makes up a significant portion of the operating budget. The cost is therefore included in your body corporate levies.

The Unit Titles Act requires bodies corporate to insure the building for replacement value, provided it is available. It is therefore important for you to know where the body corporate insurance stops and your liability starts. To assist you with this, a summary of what is covered by the body corporate insurance is posted to your body corporate web page upon each annual renewal.

As each owner’s position is different, e.g. some are owner occupiers, some are landlords who may or may not be providing chattels, we advise that if you need assistance with this you should contact the body corporate’s insurance broker.

Please contact YPM if you need contact details, general advice or need to file a claim.

The above is inserted as a guide only in reference to insurance cover and each unit owner should check with the building insurers and their own insurers to satisfy themselves as to coverage. 

5. LIVING IN HARBOURSIDE APARTMENTS
Introduction

All occupants must be mindful of the fact they live in a close community.
Animals

In accordance with the Body Corporate Operational Rules;

Harbourside Apartments are pet tolerant in most circumstances.  An Owner of a unit must not, without the prior written consent of the Body Corporate, bring or keep any animal or Pet (other than fish which must be kept within the confines of the Owner’s unit) in any unit or common property.  An application must be made to the Body Corporate Manager at YPM for consideration by the Chairperson and Committee. 
This provision also applies to visitors.
Balconies
Balconies must not be used for general storage. No clothes, towels, etc. are to be hung over the balustrades, nor should any laundry be dried within sight from the road.

 No items, including cigarette butts and offensive material, shall be thrown from the balconies.
Please make sure all furniture is placed well back from the balcony edge as it can be a climbing hazard for children.

Bike Shed

The Bike Shed is located just outside the back door.  If you would like a bike rack, please contact Debbie.curran@xtra.co.nz.  Due to limited space in the bike shed, bike storage is only available to owners, on a first-in, first-served basis.
Entrance Door and Garage Gate remotes
To be ordered from Mainline, for $109.25 including GST each.  Mainline do not have EFTPOS, but with prior notice this can be paid for using an invoice.  Owners can pick them up directly from the Mainline office: 58 Vivian Street, 04 499 2290.
There is to be no parking in the common areas of the garage and entry and exit ways are to be kept clear at all times.  
Faults and Repairs

Faults and damage involving communal areas (except that which results from an individual’s action), together with general wear and tear of these areas, is the responsibility of the Body 

Corporate. Please advise the Facilities Coordinator (YPM) of any problems (electrical etc.) in the common areas as soon as it is noticed.

Owners are responsible for any faults or repairs which occur within their Apartments.  

Keys and Key lockbox
Key lockboxes are located behind the door of the parcel room and available for purchase from YPM, for $60 each.  Please email the Body Corporate Manager to arrange this directly.  

Laundry/Washing
Residents must not hang any clothes, bedding and any other such items outside their unit, from their unit or on any balcony.  Residents must also not hang items on common property other than washing line areas, for a reasonable period of time.
Letters and Parcels
A numbered letter box is provided for each Apartment at Harbourside Apartments.
It is recommended that all courier packages are signature on receipt.
Residents who receive incorrectly addressed mail should please write on the envelope “Not known at this address” and then post the amended envelope.  
Lift Faults
In case of a fault, please notify the Facilities Coordinator at YPM.
Recycling 

Please refer to the WCC site -:  https://wellington.govt.nz/rubbish-recycling-and-waste
Security Access/CCTV
Security cameras are located at the entrance to the building and in the common area downstairs.  The camera at the front entrance has a view of the parcel room, and the camera at the back entrance and the other two cameras span the carpark.

Please do not allow persons who are unknown to you to tailgate when you enter the building. This also includes persons or cars entering through the garage door. Please report suspicious cars to YPM with the vehicle licence number. Do not hesitate to ask any strangers or suspicious characters that may be on the premises why they are there.

To ensure security integrity at all times, please check that:  

· The front door closes properly after use;

· The gate to the car park closes following entry or exit at all times; 
The emergency release button for each of the security doors is only to be used in an extreme emergency.  Should it be found that an occupant has used the emergency release button when there is not an emergency situation, then that owner will pay for the callout fee for the technician to reset the device.   

Sprinklers and Fire Detectors   

Sprinkler heads and smoke and heat detectors in apartments must be treated with care as they are delicate. Damage to them may result in setting off the fire alarm system.  Any deliberate damage to the fire alarm system will cause the cost of remedy being on-charged to the owner.  

If redecorating, please ensure smoke and heat detectors and sprinkler heads are protected. Any paint on a sprinkler head will result in the unit requiring replacement, and this cost will be on-charged.

Inflammable fluids must not be stored in any unit, and any damage caused by an owner or tenant through negligence may result in a liability claim. 
Television
All units are wired up and ready for SKY TV, Owners/residents to arrange decoders through SKY at their own cost.
Parking
There is to be no parking in the common areas of the garage and entry and exit ways are to be kept clear at all times, unless the Body Corporate has given prior written consent.  The Body Corporate may remove a vehicle from the car parks if it breaches rule 5 of the Body Corporate Rules.  This will be at the expense of the owner of the vehicle concerned and the Body Corporate will not be liable for any resulting damage, loss or costs.
STRUCTURAL ALTERATIONS AND ADDITIONS
Apartment owners are required to obtain prior approval from the Body Corporate Committee before undertaking any building work that in any way alters the external appearance of the building, making any installation or construction on an outside deck or balcony, or carrying out any structural or building alterations to the interior of an apartment.  

Please contact YPM for advice and to obtain the necessary works request form.
6. TENANTED APARTMENTS

If you are tenanting your apartment, please ensure that your tenants and letting manager have a copy of the Body Corporate Operational Rules and a copy of this Handbook.  It is an owner’s responsibility to ensure that tenants abide by both the Body Corporate Operational Rules and also the advice provided in this Handbook.  
Kindly note that under the Unit Titles Act, every owner, when creating a lease or tenancy, must notify the Body Corporate Management in writing of the name of any such person. Owners may find it more convenient to provide the name and contact details of the property manager, as tenants may only be short-term.   
Owners must also ensure that the provisions are incorporated into the lease agreement so that tenants abide by the provisions of the Body Corporate Operational Rules.  It is advantageous to 
insert a clause in the tenancy agreement to be able to recover Body Corporate on charges from your tenants should the likes of damage to the common areas occur that has been caused by them or the likes of failing to dispose of large rubbish items.

YPM Contact Details
Body Corporate Manager – Caroline Ritson – Caroline@YPM.co.nz
Facilities Coordinator – Erik Potgieter – Erik@ypm.co.nz
YPM Office – (04) 473 7330

After Hours – (04) 473 7330 after 5:30 and weekends

APPENDIX 1
BODY CORPORATE OPERATIONAL RULES

Unit plan: 



DP 87152

Body Corporate Number: 

87152

Supplementary record sheet: 

WN54D/390

1.
Interpretation of terms, and rules binding on owners, occupiers, employees, agents, invitees, customers, licencees and tenants

a.
Terms defined in the Unit Titles Act 2010 ("Act") have the same meaning in these rules as they have in the Act, unless the context otherwise requires.

b.
These rules are binding on all owners and occupiers of units in the unit title development as well as the employees, agents, invitees, customers, licencees and tenants of all owners and occupiers of units in the unit title development.

c.
"Owner" has the same meaning in these rules as it has in the Act, and for the purposes of these rules it also includes occupiers of a unit in the unit title development and the employees, agents, invitees, customers, licencees and tenants of all owners and occupiers of units in the unit title development, unless the context otherwise requires.

d.
Building elements as in S5 of the Act are further defined as including:

i.
Frames and hinges of external windows and doors.

ii. Glass and apparatus not able to be safely accessed from the building interior, of external windows and doors.

2.
Interference and obstruction of common property

An Owner of a unit must not:

a.
interfere with the reasonable use or enjoyment of the common property by other Owners;

b.
obstruct any lawful use of the common property by other Owners; and

c.
restrict any light or air in any unit or common property, or obstruct or cover any windows, sky lights, lights or other means of illumination of any unit or common property

3.
Damage to common property

An Owner of a unit must not:

a.
damage or deface the common property; and

b.
drive, operate or use, or permit to be driven, operated or used, any vehicle or machinery on the common property of a size and weight that is likely to cause damage to the common property and any such damage caused or contributed to shall be paid for by the Owner responsible.

4.
Use of facilities, assets and improvements within the common property

a.
An Owner of a unit must not use any facilities contained within the common property or any assets and improvements that form part of the common property for any use other than the use for which those facilities, assets or improvements were designed and constructed and must comply with any conditions of use for such facilities or assets or improvements set by the Body Corporate from time to time.

b.
Any part of the common property that is used as an entrance or accessway to the unit title development and any easement area giving access to the unit title development shall not be used by any Owner for any other purpose than for entering or leaving the unit title development.

5.
Vehicle parking

a.
An Owner of a unit must not park a vehicle or permit a vehicle to be parked on any part of the common property unless the Body Corporate has designated it for vehicle parking or the Body Corporate has given prior written consent.

b.
An Owner of a unit that is designated for use as a vehicle park must:

i.
only use the vehicle park for the purpose of parking vehicles;

ii.
ensure the vehicle park is kept tidy and free of litter;

iii.
not use the vehicle park or permit it to be used for storage;

iv.
ensure that any vehicle parked in the vehicle park is parked within the boundaries of the vehicle park; and

v.
must clearly mark any vehicle parks designated solely for use by employees or customers of the Owner.

c.
The Body Corporate may remove a vehicle from the unit title development that the Body Corporate considers is parked in such a manner that is in breach of this rule 5, at the expense of the owner of the vehicle concerned, and the Body Corporate shall not be liable for any resulting damage, loss or costs.

6.
Aerials, satellite dishes and antennas

An Owner of a unit must not erect, fix or place any aerial, satellite dish, antenna or similar device on or to the exterior of a unit or on or to common property without the prior written consent of the Body Corporate which shall not be unreasonably or arbitrarily withheld. The consent of the Body Corporate may be withheld, varied or revoked if the rights of another Owner are adversely affected by the exterior aerial, satellite dish, antenna or similar device.

7.
Signs, notices, advertising and promotion

a.
An Owner of a unit must not, without the prior written consent of the Body Corporate which shall not be arbitrarily or unreasonably withheld, erect, fix, place or paint any signs or notices of any kind on or to any part of the common property or on or to any external part of a unit or internally that are visible from the exterior of the building.

b.
An Owner of a unit must not display any temporary or mobile signage, including but not limited to sandwich boards and portable banners ("temporary signage"), at any time other than during the opening hours of the business operating from a unit, and must not display any temporary signage on the common property or any accessory unit without the prior written consent of the Body Corporate which shall not be arbitrarily or unreasonably withheld.

c.
An Owner of a unit must not display any goods or services on common property or any accessory unit or use the common property or any accessory unit for any business, promotional or commercial purpose without prior written consent of the Body Corporate which shall not be arbitrarily or unreasonably withheld.

d.
Rules 7(b) and (c) do not apply to any unit used solely for residential purposes.

e.
An Owner of the Commercial unit shall be entitled to display signs on the exterior of the unit and on the inside where visible from the outside provided that the same is reasonable and does not detract from the building in any way.

8.
Contractors

An Owner of a unit who carries out any repair, maintenance, additions, alterations or other such work on a unit must ensure that any contractors or other such persons employed by the Owner cause minimum inconvenience to all other Owners and ensure that such work is carried out in a proper workmanlike manner.

9.
Rubbish and pest control 

An Owner of a unit: 

a.
must not leave rubbish, recycling material, trade refuse or waste, dirt or other material on the common property except in areas designated for rubbish collection by the Body Corporate, and where such material is left in a designated rubbish collection area it must not be left in such a way that interferes with the enjoyment of the common property by other Owners;

b.
must dispose of rubbish and recycling material promptly, hygienically and tidily and ensure such disposal does not adversely affect the health, hygiene or comfort of other Owners;

c.
must not burn any rubbish anywhere on the common property or in any unit; and

d.
shall keep the unit free of vermin, pests, rodents and insects.

e.
An Owner or Occupier of a Commercial unit shall not use the designated rubbish collection area but shall arrange their own daily collection.

10.
Cleaning and garden maintenance

An owner of a unit must ensure the unit is kept clean at all times and any gardens, grounds, yards or paved areas within the unit are kept neat and tidy and are regularly maintained.
11.
Cleaning and replacing glass

An Owner of a unit must keep clean all glass contained in windows or doors of a unit, and replace any cracked or broken glass as soon as possible with glass of the same or better weight and quality when safely accessible from the building interior.

12.
Lawns and gardens on common property 

An Owner of a unit must not damage any lawn, garden, tree, shrub, plant or flower being part of or situated on the common property or use any part of the common property as a garden for their own purposes.

13.
Use of water services

a.
All things required for the provision of water supply, drainage, wastewater and sewage services to units or common property and all things attached to and used in relation to such services, including but not limited to pipes, drains, taps, faucets, toilets, baths, showers, sinks, sink insinkerators and dishwashers, must only be used for the purpose for which they were designed and constructed. If any Owner causes or permits any damage, loss or costs to be incurred due to misuse or negligence that Owner shall pay for such damage, loss or costs.

b.
An Owner of a unit shall not waste water unnecessarily and shall ensure that all taps in the unit are turned off after use.

14.
Washing

An Owner of a unit:

a.
shall not hang any clothes, washing, bedding, towels or other items outside or from a unit or outside or from any building contained within a unit or on or from any deck or balcony; and
b.
shall not hang any clothes, washing, bedding, towels or other items on the common property other than on parts of the common property designated by the Body Corporate as washing line areas, and such items may only be hung for a reasonable period.

15.
Security and ventilation equipment

An Owner of a unit shall comply at all times with the operating and maintenance instructions of any security, fire alarm, air conditioning or ventilation equipment in the unit.

16.
Floor covering 

Except in kitchen, laundry, toilet or bathroom areas of a unit, an Owner of a unit must ensure that all floor space in a unit is covered or otherwise treated to an extent sufficient to prevent noise transmission from the unit that is likely to disturb the quiet enjoyment that could reasonably be expected by the Owner of another unit.

17.
Noise, behaviour and conduct

An Owner of a unit shall not make or permit any noise or carry out or permit any conduct or behaviour, in any unit or on the common property, which is likely to interfere with the use and enjoyment of the unit title development by other Owners.
18.
Pets
 
a.
An Owner of a unit must not, without the prior written consent of the Body Corporate, bring or keep any animal or pet (other than fish which must be kept within the confines of the Owner’s unit) in any unit or the common property. Consent of the Body Corporate shall not be unreasonably or arbitrarily withheld and may be revoked upon written notice if the rights or interests of any other Owner are adversely affected by any animal or pet.

b.
Notwithstanding rule 18(a) any Owner of a unit who relies on a guide, hearing or assistance dog may bring or keep such a dog in a unit, and may bring such a dog onto the common property.

c.
An Owner of any animal or pet permitted under rule 18(a) or any dog permitted under rule 18(b) must ensure that any part of a unit or the common property that is soiled 'or damaged by the animal, pet or dog must promptly be cleaned or repaired at the cost of the Owner.

19.
Security

An Owner of a unit must:

a.
keep the unit locked and all doors and windows closed and securely fastened at all times when the unit is not occupied, and do all things reasonably necessary to protect the unit from fire, theft or damage;

b.
take all reasonable steps to ensure any electronic security cards, security keys or security codes to a unit or common property are not lost, destroyed or stolen or given to anyone other than a registered proprietor, occupier or tenant of the unit to which the security card, security key or security code relates;

c.
not duplicate or permit to be duplicated any electronic security cards, security keys or security codes to a unit or common property; and

d.
notify the Body Corporate as soon as reasonably practicable if rules 19(b) or (c) are  breached.

20.
Moving and installing heavy objects

An Owner of a unit must not, without the prior written consent of the Body Corporate, bring onto or through the common property or any unit, or erect, fix, place or install in any unit, any object of such weight, size, nature or description that could cause any damage, weakness, movement or structural defect to any unit or common property, and any such damage caused or contributed to shall be paid for by the Owner responsible.
21.
Lifts

An Owner of a unit must comply at all times with any notice or instruction displayed in any lift in the unit title development. If any lift in the unit title development, other than a goods lift, is to be used for carrying anything other than passengers, lift protection equipment supplied by the Body Corporate must be used.

22.
Delivery areas

a.
Any part of common property designated by the Body Corporate as an area for the receipt, delivery or other movement of goods, supplies, produce, merchandise, freight, or other articles, including but not limited to a loading dock or lift designed for goods only, (together called "delivery area"), must only be used:

i.
by Owners of units or anyone permitted by an Owner;

ii.
for the purpose for which it was designed and constructed; and

iii.
during certain hours set by the Body Corporate from time to time.

b. Any delivery area in a unit must only be used by the Owner of the unit or anyone permitted by the Owner, and must only be used for the purpose for which it was designed and constructed.

c. An Owner of a unit that contains a delivery area must not move any goods, supplies, produce, merchandise, freight, or other articles in or out of the unit except through the delivery area.

23.
Hazards, insurance and fire safety

An Owner of a unit must not bring onto, use, store, or do, in a unit or any part of the common property anything that:

a.
increases the premium on or is in breach of any Body Corporate insurance policy for the unit title development; or

b. is in breach of any enactment or rule of law relating to fire, insurance, hazardous substances or dangerous goods, or any requirements of any Territorial Authority; or
c. creates a hazard of any kind; or

d. affects the operation of fire safety devices and equipment or reduces the level of fire safety in the unit title development. 
24.
Emergency evacuation drills and procedures

An Owner of a unit must cooperate with the Body Corporate during any emergency evacuation drills and must observe and comply with all emergency evacuation procedures.

25.
Notice of damage, defects, accidents or injury

Upon becoming aware of any damage or defect in any part of the unit title development including its services, or any accident or injury to any person in the unit title development, an Owner of a unit must immediately notify the Body Corporate.  Any cost to repair any such damage or defect shall be paid by the Owner that caused or permitted the damage or defect.

26.
Compliance with Sale of Liquor Act and other statutes

Where a business operating from a unit is subject to the Sale of Liquor Act 1989 or any other statute, regulation or enactment to which the business is subject (together called "statute") the unit Owner must ensure that the requirements of the statute are complied with at all times and must take all reasonable steps to ensure that the business operation does not interfere with the use and enjoyment of the unit title development by other Owners.

27.
Leasing a unit

An Owner of a unit:

a.
provide a full copy of these rules and a full copy of all future amendments to these rules to any tenant or occupier of the unit, display them in a prominent place in the unit; and

b.
provide the Body Corporate with written notice of the full name, landline phone number, cellphone number, email address and address for service for the purposes of the Act for the Owner and for all tenants or occupants of the unit, and promptly notify the Body Corporate in writing of any changes to such details.

28.
Use of Principal Unit

a.
An Owner of a unit must not use or permit the use of any Unit for the provision of sexual services

b.
An Owner shall not permit any auction or garage sale or similar activity to be conducted on or to take place in a Unit or on the common areas in the Building.

c.
An Owner shall not carry out any work which in any way alters the external appearance or decoration of the Unit or the common property, or any other Unit in the building.

d.
An Owner shall not remove or alter any fence, wall or other barrier on or around the unit without the prior written consent of the Body Corporate.

e.
Notwithstanding the above, Unit Owners of the Commercial Unit and persons under their control shall not use or permit their Principal Unit to be used for the purpose of a bar, club, hotel, restaurant, tavern or tourist-house pursuant to the Sale of Liquor Act 1989 or other sale of liquor, or for the purpose of a pool room or a brothel pursuant to the Prostitution Reform Act 2003 or any other form of prostitution or for the purpose of a motor vehicle, motor cycle servicing or repairing, and any other use which detracts from the residential character of the building.
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