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MOVING  IN  INFORMATION

Congratulations on deciding to make the move to Newstead Terraces.  To help your move go smoothly here is a step-by-step checklist for you.

1. Make sure you have arranged the necessary utilities to be connected on the day of your arrival.  This complex is serviced by:

Electricity – to find the best deal for you we recommend you check out www.switchselect.com.au

Gas – Origin Energy Ph: 132461   www.origin.com.au (YOU WILL NEED TO ADVISE THEM THAT WE HAVE UNMETERED APPLIANCES)

BCC Street Parking Permit – takes about 7 days to receive permits.  Application forms can be obtained through the Brisbane City Council or from the complex managers.

Foxtel/Cable/Broadband – can all be connected here. We cannot guarantee that each individual unit/villa has had a previous connection but the building is ready to go with these service. If you would like any of these services connected you will need to contact the relevant service provider that you wish to use and they will then liaise with the on-site building managers to make the connection.  We do have FOXTEL IQ and have just been wired with NBN speed wiring via TPG.
2. Arrange to pick up the keys to your dwelling prior to the arrival of your removalist.  

3. Advise Newstead Terraces Management of the expected time of arrival of your removalist if you have one, so we can try and keep a parking space free for them right in front of the complex.

4. When your removalists arrive, they are to first check in at the managers office to:

a. Let us know that they are here for security purposes

b. Have the work place health and safety onsite induction.
c. Be directed to the lift covers which MUST be hung up inside the lift to protect the interior walls.

5. Off-load any unwanted furniture before you move.  Any furniture or large items left in the Newstead Terraces rubbish room or other common area will be removed at your expense (and we’re probably the most expensive rubbish removalists in town!).  Check to see that your removalists can come back to pick up any unwanted packing boxes that you have once you have unpacked, otherwise make arrangements to have it removed from the premises.  Please do not leave them in your allocated car-park or in the rubbish room.

6. Please tidy up any rubbish or mess that may be made in common areas due to your moving in (for example, leaves and soil spillage from pot plants, packing materials etc).  If you require assistance contact management – especially if there is a safety hazard to other residents or their guests.

Please contact the office if you have any queries and enjoy your stay here with us at Newstead Terraces.

Kindest Regards

Management

getting settled

A copy of the Body Corporate By-Laws is attached for your information.

contact information for management:

BUSINESS HOURS ARE: 9am-5.00pm Monday to Friday.

The onsite manager is: Georgina Bishop
Managers Office, 20 Newstead Terrace,  Newstead  Q  4006

PH: (07) 3852 6928

Mobile business hours only :  diverts from office number, 0424926666
(or only in emergencies after normal business hours please – ie life threatening or locked out of unit which has a $100 after hours fee)

Email:  newsteadterraces20@bigpond.com
DO NOT TOUCH THE SMOKE ALARM – EVER!

Notify the managers for all maintenance or faults.  If you are an owner occupier, maintenance of the smoke alarm is your responsibility.  Onsite Manangement can assist with the number of a service company.
If you are burning dinner (lunch or breaky!) but there is no actual fire, do not open your door to the corridor as this will activate the main fire alarm and the fire brigade WILL arrive.  This can often incur a charge of at least $800 which WILL be passed onto you!  Unfortunately once the alarm is activated, even in error, the fire brigade will arrive.  Where you have just burn food but there is no threat of fire, we suggest that you open your balcony door instead.
pets – yours or visitors

Only approved pets are allowed in your unit.   Unfortunately, pets of your guests are also not allowed prearranged with the building manager at least 48hours in advance.  Should it be found that you have had pets in your unit when you are not permitted to you will be issued with a breach by the Body Corporate and the animal will be immediately removed from site.  As animal lovers, we’d rather not go down this road with you.  Owner occupiers need to have their pets approved by the Body Corporate and need to comply with the Body Corporate By-Laws.

here’s the low-down on:

1. Keys

If you need more keys and/or fobs please see us to arrange it for you.  You will need to deposit your payment before we can give you the key/fob.  EFT is the best way and a receipt will be issued to you when the payment is received.  Currently prices are:

a. Door Key:  
$60.00

b. Fob:
$60.00

c. Mailbox:
$25.00

d. Air key 
$195.00

You will be required to sign for any keys or fobs received and you will need to return them when you leave.  Locked out?  It’s a good idea to get to know someone in the complex or a relative/friend who you can trust to leave a spare key with (other than us).  While we’re happy to help you out – we’re not always around to let you back in.  A minimum fee of $100 will be charged should you require us to let you into your apartment outside standard business hours.  This payable the next day in cash.
2. Rubbish

Rubbish bins are located at the western end of the Evelyn St corridor (ground floor) past units 7 & 8.  Please ensure that:

a. All general non-recyclable rubbish is inside a plastic rubbish bag

b. Your rubbish doesn’t drip or leak on the way to the bin room.  If it does, please clean up the mess.

c. Recycling is important.  Please rinse items that are to be recycled and put into the bins with the yellow lids.  Recycle bins containing food scrapes are considered to be contaminated by the council and will not end up as recycled trash.

d. Freeze any seafood rubbish until the day the bins are collected (around 8.30am on Mondays, Wednesdays and Fridays for the big blue bins, every Wednesday for non-recycle wheelie bins).

e. Large items, furniture and cardboard boxes cannot be left beside the bins.  If it doesn’t easily fit you will need to find your own way of disposing of the item(s).

f. Finally, the bin room doors make some noise when they shut which echo’s down the hall, so please close the door quietly in consideration of those who live nearby.

3. car parks

Your allocated car park(s) is: _______

A map of the car park including emergency exits is attached.  Please don’t park in other people’s car parks and especially don’t park in the visitors car parks – your vehicle can and will be towed.  If you have more vehicles than allocated car parks, you can obtain an unlimited street parking permit for the Brisbane City Council (a very good idea).

Residents who regularly park in the visitors carpark will have their vehicle towed at their own cost.  Guests wishing to use the visitors carpark can do so for a maximum of 48hours.  If you require the use of the visitors carpark for longer please arrange it with the onsite manager.

You are responsible for keeping your car park clean.  If your vehicle leaks oil, please put down a drip tray, otherwise it is a big job for you to clean up the oil stains when you eventually move out of the complex.  Cardboard boxes & carpet are not acceptable as drip trays and present a danger.  Please obtain a proper drip tray.  On scheduled times, management will be cleaning the common areas in the basement.  Because of this, items that are not meant to get wet should not be stored in your car park.

DO NOT STORE DANGEROUS OR HAZARDOUS MATERIALS IN YOUR CARPARK ie gas bottles, oil etc.

4. security

We ask that everyone be security conscious.  You can help by:

1. Always ensure that you lock doors after you’ve been in common areas ie in the carpark lift area, near the rubbish room, in the gym etc

2. Don’t hand out your keys and fobs to anyone not permanently living in your apartment

3. Guests will not be let in unless you let them in.  Don’t let anyone you do not know into the complex.

4. People we do not recognise who claim to be locked out of your unit will not be let into your apartment (so if you have kids or visitors staying for awhile, please introduce them to us so we can help out if needed).

5. DO NOT LET OTHER VEHICLES FOLLOW YOU THROUGH THE SECURITY GATE INTO OR OUT OFTHE CAR PARK.  If necessary, stop in the driveway until the gate has closed behind you.  All residents have their own swipe card to use.

6. If you see anyone trying to enter the building or following you in through the doors/gates, take a good look at them and note the time, or better yet, ask if you can help them and then direct them to the manager’s office.  Many petty thieves enter complexes by pretending to be visiting a resident.  If the resident is not here to let the in, they need to wait outside the complex.

5. storage areas

These are allocated to specific units and not all units have storage. Unit 32 has no storage facility.

For safety reasons, do not stack items any higher than 1.8 meters.  Items stacked higher than this will make the fire sprinklers ineffective should they be activated in an emergency.  From time to time, management will b cleaning the basement, or a pipe may burst, so don’t leave items which are not waterproof in contact with your storage floor space.  ie put plastic boxes down first then items which don’t like water. HAZARDOUS MATERIALS ARE NOT TO BE STORED IN THE STORAGE AREAS.

We also recommend that you do not store valuables in storage areas either as they have been targeted by thieves in the past.  Finally, we recommend that you put a lock on your storage area and leave a key with management.  That way, in the event of potential water damage or other hazard we can access the area and try to save or salvage your goods if you are not around.

6. common areas open from 6.00am to 9.30pm. or as signed.
Enjoy!  But keep in mind:

POOL

· observe the pool rules and especially the hours of availability

· NO GLASS EVER in the pool area

· Take your rubbish with you when you leave

· Don’t leave hair clips or other metallic objects in or around the pool.  Due to the pool chemicals, they rust really quickly and leave stains which are near impossible to remove

· Feel free to make a fool of yourself chasing those pesky ducks out of the pool – it appears that they are not toilet trained and go to the loo in the pool.  

BBQ AREA

· Bookings for the BBQ can be done at the managers office or by emailing: newsteadterraces20@bigpond.com
· Observe the hours of availability

· Clean the BBQ after you have used it, including the surrounding bench, tables and chairs.  Failure to do so may result in a $50 cleaning fee.  Cleaning gear is provided in the plastic containers on the bench.

GYM

· Children under the age of 14 are not allowed in the gym unaccompanied by an adult

· Please observe the hours of gym availability

· Use towels when using the gym equipment

· Wipe gear down with sanitised wipes after use

· Don’t put your shoes on the wall – it leaves scuff marks

· Turn aircon, fans and lights off after use and lock the door when leaving

· If you’re not sure how to use the equipment, please ask management for manuals or instructions.  Please not that management are not qualified gym instructors and are therefore unable to provide specific technique or training advice other than as a general opinion.

· No alcohol or smoking in the gym

· Please don’t enter the gym if you are still wet from the pool, spa, sauna or shower.

SAUNA

· Always make sure the heating element is covered with sauna rocks.  Never use the heater without the sauna rocks and only use potable tap water.  Do not use water from the pool or spa as the chemicals may be harmful once in contact with the element.

· Please ensure sauna is turned off when you are finished, turn off the light and leave the door slightly open.

7. guests

You are responsible for your guests and their behaviour.  It is up to you to keep the noise levels down, especially after 10pm.  We recommend that if the party fever is high and you want to make some noise – head into town, get it out of your system and then sneak back to your unit when you’re done.  If your guests smoke, provide them with an ashtray and ask that they do not throw their cigarette butts over the balcony (see below). 

If you have guests arriving while you are not here and you need management to let them in, let us know in advance in writing.  We need to know date and time of arrival, their name(s) and they will need to provide photo ID before we’ll let them in.  We would prefer it if you could have your guests arrive when you are home.

8. balconies

It’s important that you don’t throw things from your balcony – especially cigarettes.  There’s nothing more embarrassing than starting a garden or balcony fire in the early stages of your stay here (except maybe being naked and locked out of your unit!)!!!!  Please be aware that the ground floor balconies go out further than those above them and any water, spillage, dust, potting mix etc will likely fall into their property from your balcony – not a great way to make friends!  Where possible please use a vacuum in stead of a broom, put pot holders under pot plants and don’t over water, and do not put heaps of water down on your balcony (wait for a rainy day to give it a scrub).  It’s also a good idea to remember that any conversation you have on you balcony may be overheard by your neighbours and they may not be the most private spot to converse.

9. water restrictions

Current restriction guidelines are available from the Brisbane City website.  

As we are trying to conserve our tank water when cleaning, you can help by ensuring that you clean up any spills or stains in common areas that you make straight away.  They are much harder to clean and usually require more water when they have dried.  Don’t wash your car by hose down in the basement (someone will eventually see you and complain) and use a bucket instead.  There is a hand wash car café just down the road.  We suggest you go there.  Details can be found at:  http://www.handwashcafe.com.au/ . 

10. disputes

Inevitably, not everyone is going to be fantastic friends in a complex of this size.  If you have an issue with another resident please inform them first, and if you have no luck, inform management in writing and hand deliver it to us if possible or email newsteadterraces@iinet.net.au.  That way we can ask for clarification of any details and advise what steps can be taken to rectify the situation.  WE DO NOT TAKE SIDES.  Most people are not deliberately going out of their way to stuff your day, they most do not realise that what they are doing is significantly impacting you or others.  Please inform them nicely. 

If you have a dispute with management, please let us know of your grievance in writing and we will investigate your complaint and respond in writing within 7 days.  If you feel that a satisfactory resolution has not been achieved, then follow the process as per the requirements for Body Corporate by law.

                            Maintenance of your unit:

If you have any repairs that need to be done, please complete the Maintenance Request Form and drop it into the mangers office or send us an email.  Repairs include damages, leaks or breakages.  Please do not rely on my memory and tell me about something when I am out in the garden or doing some work in the common areas.  Put it in writing, with as much diagnostic detail as possible so that the tradesman has a chance of turning up with the right parts to get the job done.

Things like replacement of light bulbs & access fobs/keys, smoke alarm repairs are at the occupier’s expense.  If you would like us to do these things for you please let us know and we will raise a work order, do the work and bill you directly.  There is a 10% charge for booking the job on your behalf and overseeing the work.  
Please be aware that if you are engaging a contractor to come onsite to do work and they are not a contractor that is used by this office, there is a responsibility on your behalf to ensure that the contractor is given the contractor's induction papers and that copies of his/her licence and insurance details have been forwarded to the body corporate before work commences. A PDF version is available from this office for your use.
Contents insurance is your responsibility.  Neither the Body Corporate Insurance, nor the Agents insurance covers damages or theft to your personal assets.  Make sure you have a list of your valuables (or video) for your insurer, which can be kept off premises in the event that your assets are damaged, stolen or destroyed.
13.  Deliveries:

Please make arrangements for deliveries to come when you are there to receive them.  Unfortunately there is such a large volume of deliveries to the complex that if the Onsite Office were to accept delivery for each item, we would not get our other duties performed.  If you really need an item signed for and delivered to your apartment, we can arrange that for a $15 fee.  The fee should be deposited to the manager’s account at the same time as an email request is given to the office with the details of the delivery.

Sadly, our duties do have us out of the office on a regular basis and even we can‘t promise to be here at the exact moment that your delivery arrives, but we will do our best, especially if it is booked and paid for.

14. Trolleys

Two trolleys have been provided for resident use.  Please keep in mind that there are only two and 61 apartments.  Please return the trolley to the resident’s car park on the Evelyn Street side of the lift.  They should be parked side by side in the area beside the electrical switch boards.  Please do return trolleys immediately after you have finished using them.

15.  Fire Safety

Annual Fire Drills are conducted and it is recommended that you attend so that you are familiar with the evacuation procedure.  Our fire evacuation point is the Waterfront Sales office car park on Evelyn St.

In the event of a fire, please use the opposite side of the street to get around the building.

16.   UTILITIES Water main, Gas main, electricity switch board
Outside on your balcony is a cupboard, which houses the electric hot water system, the air conditioning compressor, the water meter and the water mains.    Water is calculated on a per unit system, so no one ever comes to read the meter. (The exception being U03, 21, 34, 47, & 58. Where the hot water system is in a hall cupboard.)

Gas main is in the garage.  You have been provided with a map of the car park which shows your individual gas main tap in the garage. Note the car park number it is located in or near as a guide to finding it in the garage.   Please note that gas is unmetered and charged at a standard rate per day.  Once again, no one comes to read a meter and calculate your bill.  

The electrical switch board is located in your linen cupboard.  It is possible to turn off power to your apartment from this board.
Once again, WELCOME to Newstead Terraces.  We wish you a happy and enjoyable lifestyle here with our lovely community.
Nessica Pty Ltd ATF the Nessica Trust

ABN: 14 960 631 236

Newstead Terraces Management, Unit 1/20 Newstead Terrace, Newstead  Q  4006

Ph: (07) 3852 6928    Fax: (07) 3853 6927  Email: newsteadterraces20@bigpond.com
Licenced Real Estate Agent # 3428825, JP (Qual), Member REIQ, ARAMA
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