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2012IMPORTANT DATES

Please note these dates in your diary. The Hall will email reminders and
information nearimportant dates.

Nov 12 2011: Trimester 2 Residence ends
Nov 13 :
i 2011/2012Summer Residence

Feb 25

Feb 24 1* Instalment Payment Due
Feb 26 Trimesterl Residence Begins
May 4 2" Instalment Payment Due
July 6 3" Instalment Payment Due
July 7 Trimesterl Residence Ends
July 8 Trimester2 Residence Begins
Sept 14 A" Instalment Payment Due
Nov 17 Trimester2 Residence Ends
MOAERE 2012/ 2013Summer Residence Begins
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ABOUT UNIVERSITY HAL

University Hall is a community of 87 houses, flats and apartments located around the
Kelburn campus, providing selfitered accommodation for around 360 residents.
Accommodation in the Hall is for full time, international and exchange students from
secondyear to post graduate level at Victoria University. During the third trimester
over summer,University Hall provides accommodation for students and short stay
casual guests.

Formerly known as Trinity Newman Hall and operated under a private trust, the
resdences that comprise University Hall are now owned by Victoria University.

Residences are located at both ends of the main Kelburn campus and range in siz
from single bedroom flats to housésr up to 20 residents.

UniversityHallis madeup of:

Te Kotahinga comprises 46 houses and flats, located within the Kelburn campus
precinct. House sizes range froml@ people in single and twishare rooms. The
exception to this is 91 Kelburn Parade which can house up to 22 people. Houses are
locaed on Adams Tce, Landcross &t FairlieTce to the south of the campus to
Salamanca Rd, Gladstone Tce and Everton Tce to the north.

12 fully furnished four and fiveinglebedroom apartmentslocated on the Kelburn
campus behind the Regation Centre

15 partially furnished 13 bedroom flats, which are fainglescouples and families.
These are located on Adams Tce, Landcross St and Salamanca Rd.

Selfcatered houses for Victoria University students with a knowledge of tikanga & te
NB 2 a2nkRr\yiiduges are flats located together on Fairlie Terrace, clése
the Kelburn campus precinct; thesee administered in conjunction witife Herenga
Waka Marae.

10 selfcontained houses and flats locatedtime Aro Valley. Flats range in size from
one to five bedrooms.

See the maps at the end of the booklet for locations.




CONTACTING THE HALL

The University Hall Office iscatedwith the Accommodatin Service at 42 Kelburn
Parade At the Office, you can:

¥, Pay your accommodation costs

¥ Log maintenance requests

¥ Discuss your future accommodation needs
%, Come by for a chat with University Hall staff

Office: 42 KelburnParade, Kelburn Campus
Telephone: (04) 463 4713

Fax: (04) 463 4715

Email: universityhall@vuw.ac.nz

Website: http://www.victoria.ac.nz/unive rsity hall/

Office HoursMon, Tues, Thurs, Fri 9agpm
Wed 1lam5pm

In an emergency fer hours,
please call the Emergendyell phone

0800 UNIHALL (0800 864 425)

This number can be called free from agll phoneor landline

Other importantnumbers:

Emergency serviced-ire, Police, Ambulance: 111
Campus Security: (04) 463 9999
Victoria International: (04) 463 5350

24/7 Victoria International Urgent contact: 027 600 6864



mailto:universityhall@vuw.ac.nz
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UNIVERSITY HALL SHAF

Head of Hall

Alex Smithies Alexis responsible for theare andwelfare of
all University Hall residentsThe Hall aimsto
provide a quality environment conducive 1
study and to ensure thatall flats are well
maintained and meetall safety and building
regulations.

Donnais responsible foassisting Alex witthe

day to day running of University Hall includi
community building, eventseent, repairsand

anythingelse that may crop up.

Lesand Mike work for the Accommodatio
Service and loo&fter the maintenanceof the

buildingsfor University Hall, Weir House ar
Joan Stevens Hall.

Mike Nyland

Phil looks after thegardens andlawns at
University Hall.



RESIDENTIAL ASSISTAN

Residential Assistantsor RAs) assist with the running of the Hall. They ae
important link between the residents and the office. If you have a proldatside of
business hours, your RA is the person to conta#dt. ®As have answer phones aiifd
there is no replyplease leave a message and they will get back to you.

RAs are on a roster for the Emerge@sll phone calling the Emergency phone after

hours means that you will reach one of the RAs. They are also on a rotating rostel
doing fortnightly rounds of the whole hall.

Lives at 2B Gladstone Tce

Telephone: 831 0501

Jessica Dowling Lives at 15 Landcross St

Telephone: 831 0536

Kapil Patel Lives at 58 Adams Tce

Telephone: 831 0529

KIWI MATES

In addition to our Residential Assistants, we also have Kiwimatesy are another
important link between residents and the office. You may have a Kiwimate living in
your house or area; they are here to help you settle in, and adjust to living and
studying in New Zealand.
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MOVING INTO UNIVERSHRAY L

You have been offeed a place in University Hall:
HSNB QA ¢ KI G @& ebrefySuSmRve indurirg ientoving
In process and once you are here.

RESIDENCE AGREEMENT

Your Residence Agreement and Offer Letter, together with the Univeksaly
Information booklet, make up your contract of accommodation.

A copy of your Residence Agreement was sent to you with your Offer Letter. Make
sure you have read and understood the Residence Agreement, Offer Letter and
Information Booklet. Your resides is not legal until you have signed your Residence
Agreement and returned it to the office.

Your Residence Agreement is for a Fixed Term. You must leave on the final date
specified in your Agreement unless you haveapplied and been accepted for a
further period. If you leave early, please be aware that you are responsible for paying
rent until the end of your contract, or you or the Hall find another resident to take
your place (seeEAVING EARRYFINDING A REPLACENT, P 44).
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PAYMENT OF DEPOSIT

Unless you are coming to New Zealand sponsored by an agfgatoyill pay all your
feesyou must pay the Hall deposit before you can move into your accommodation

You can do this in several ways:

¥, By credit card at the office

¥ Fax your credit card details +644-463 4715

% Email your credit card details with card number and expiry in separate attachments
to universityhall@vuw.ac.nz

¥ International bank transfer or internet banking (please ask the Halirtailyou the
necessary codes to identify the payment)

¥ Post a cheque or bank draft

For your protection do not send cash by mail. Please inform us if you pase
accommodation fees to the university, so we can arrangtFaosfer your deposit or
accommaodation payment to your University Hall Account.

Until we receive payment of your deposit, your place in the hall cannot be confirmed.


file://STAFF/DATA/SSG/SSG-HOR/University%20Hall/Publications/Information%20Booklets/2012/universityhall@vuw.ac.nz%20%20

ARRIVAL AUNIVERSITY HALL

New Residents
If you are a new student arriving in New Zealand, please ensure:

% That you have advised the meeting service of your arrival details:
http://www.victoria.ac.nz/international/arrivals/default.aspx

This service is available for all new international students arriving in Wellingtol
for the first time, and is organised free of charge by Victoria International

¥ That you have advised the Hall of your arrival details. This information will all
the Hall to make arrangements with your Residential Assistant or Kiwi Mate
meet you with your Welcome Pack.

Returning Residents

If you are a returning resident or @mlready in the country you will need to contac
the Office and advise your planned arrival time so that arrangements can be mad
meet you with your Welcome Pack

Welcome Pack
On arrival you will be given a Welcome Pack. This contains important iaiormto
help you settle in to University Hall. This includes:
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¥ Key:Your room/house key on a University Hall lanyard

¥ Key RegisterThis must be signed and returned to your RA or the Office with
your Inventory within 48 hours of your arrival

% Inventory: Youmust complete and return your bedroom inventory within 48
hours of arrival

% Photo CD This contains photos of your room and flat as they were before you
moved in, as a reference for both you and the Hall

¥ Welcome Letter:This contains important informatiogou need to know at the
beginning of your stay at University Hall

¥% RA Welcome LetterYour RA will introduce themselves to you and give you their
contact details and times of availability

¥ University Hall Information BookThis book; a wealth of information; this also
forms part of your Residence Agreement

¥ Internet and telephone information:Your flat phone number, voicemail PIN and
internet connection informationg Te Kotahinga, Wde-ata and Whanau only
Watte-ata residents use their VUW log in infornaatifor internet access

¥ Internet User AgreementUniversity Hall Internet User Policy and Agreement, to
be signed and returned to the Hall Office with other paperwork


http://www.victoria.ac.nz/international/arrivals/default.aspx
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ALLOCATION OF ROOMS

Residentsfor Te Kotahinga & Wae-ata apply individually and are allocated to a
house based on the requests in their Room Preference Form. The Hall attempts to
place people together who are similar in ages and stages and have similar interests.
Undergraduates are generally placed with otheéxdargrads and postgraduates with
other postgrads.

Rooms are allocated before your arrival so please help us by being honest about
your requirements. The more information that we have about you, the easier it is to
place you. Special needs are noted anulgvevery attempt is made to comply with
these requests, there are times when we cannot assist.

Rooms in the Halire almost always futiuring the Academic Yeahis means that
we cannot move you to another room unless somebody moves auiswilling to
swap with you We do not give you a discount if you do not like your ro@m.
discount generally applies to rooms that are significantly smaller.

Changing rooms

If you want to change rooms, swap with another resident or change a future room
allocation, you must pay $50.00 room change feand sign &Room Change form

Room changes also depend on the situation and room availability. In all cases, please
enquire atthe Hall Office first.

Please @ not change rooms withouenquiring atthe office first

INVENTORIES & PHOTDS

It is important that you complete and return your room and commung|
inventories to the office or your RA within 48 hours of your arrival

These are used to identify any damage or missing items when you arrive and when you
move out of your room.

In your Welcome Pack, you will also receive a CD with photos of your house/room in
the condition it was in before you moved in. The purpose of this is to provide a point
of reference for both you and the Hall should there be damage to your house/room
while you are living in University HalRlease check and let the office know if the
LK2G2a R2y Qi YIFIGOK &2dz2NJ NRP2Y®



Unreturned or incomplete inventories

University Hall assumes that if you do not return a completed inventory, there can
no damage nor any missing items. Charges will be applied to your account in
event of damage or missing items.

KEYS

Te Kotahinga, Wale-ata & Whanau

You will receive a security key in your Welcome Ralkich opens both the front
door of your house angtour bedroom. This key will not open other bedroom doors
In some cases this key will also open the door to the house laundry.

Family & Small Flats & Aro Valley

You will receive a key in your Welcome Pack for your front door, ahlg to the
nature of this housing Bedrooms in most of these flats do not hawelividual
bedroom door locks.

Laundry Keys

If your house does not have a laundry attached to it, you will be issued with
separate laundry kefor a shared laundry nearb$ome residents will eeive a key
for the communal laundry on Landcross St.
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Key Points
Your Welcome Pack will also contaiiK@y Registewhich you must sign and either
return to your RA, Kiwi Mate or the Offigathin 48 hours omoving in.

¥ If you lock yourself out: during office hours, contact the Hall Office. After hours
please call the Emergen@ell phong0800 UNIHALL

% When you move out, you must return your key to your Residential Assistant or to
the Office;if lost, the cost of the key will be deducted from your deposit. Please do
not give your key to otér resdents, or leave it in your room, unless prearranged
with your RA or the Office.

¥ Please ensure that the key tag you use does not identify which house the key i
used for.If it is lost there is little chance that the finder will be able to make use of
the key.

Replacement Key Charges

A charge will be loaded onto your account if a key is lost. If the key lost can be
identified back to the house then the residenho lost the key may face the cost of
changing all the locks in their houSéhese charges are:

¥ Te Kotahinga, Wde-ata & Whanau (including 2 & 18 Landcross St): $30.00
¥ Family & Small Flats (except 2 & 18 Landcross St), Aro Valley: $15.00

If youlose your key, please contact the office immediately
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ACCOMMODATION PAYMEN

The costof your accommodation will vary depending on what is provided. Ofter
Letter will have advised the level of payment for your accommodation.

Payment Schedule2012

The accommodation week runs from Sunday to Saturdayversity Hall operates on
an instalment programme for payment of accommodation cobke dwe dates for he
instalments in 2012 are:

Instalment No. of Weeks Payment Due by :

1% 10 Friday24™ February 2012

2" 9 Friday4™ May 2012

3™ 10 Friday6" July2012

4" 9 Fridayl4" September2012
NOTE:

Thefirst instalment of your accommodation payment must lpaid
before your arrivalat the beginning of the Academic Trimester

Information on how you can pay your accommodationsfegas sent to you with your
offer papers.We canonly accept automatic payments, credit cardypnents,and
telegraphic transferut not cash.
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If you wish to pay younstalmentsby automatic paymentinternet banking or
telegraphic transfercontact the office for information before making any payment

Residents whdall more than 21 daysehind with their accommodationpayments
are inbreach of their Residencegkeementand may be asked to leave thea.

If you are havindinancialproblems> R2y Qi 6l Al dzyGAf (GKS
handle, come and see the office as soon as possible and we can assisitlyou
solutions (SeeOVERDUE RENT AND ENECTION PROCEB4S.

INSURANCE

Your personal property is your responsibility amai are responsible for insuring it.

Burglaries from University Hdtlave generallypeen due to carelessness over security.
Please make sure that the outer door of your house is always locked, as well as your
bedroom door.Valuable items such as lap topscameras should be stored away out
of sight; do not leave your laptop on your desk where it could be seen from outside.

University Hall does not accept responsibility for any loss or damage you may suffer.
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SUMMER ACCOMMODATION

Residents are welcome to stay on in the Hall over the summer period. Informatic
terms of stay an@pplicationforms for the summer trimester argentto all residents
in SeptemberSummer information is also available on the University Hall website.

Residents who need to stay for a few extra days or weeks before leaving Wellington
welcome to do so and must also cplete a Summer Application Form

Residence Agreements for summer will be sent out in October.

Please note that an offerf@lace ove summer does not ditle you to live in the Haih
the following Academic Yearpplicationsfor the next yeameed to be made via the
Accommodation Serviaao later thanOctober 1.

SummerPlacement

As far as possible, the Hall tries to meet requéstsplacement,and to avoid moving
residents. Howeveidueto scheduled summer maintenanead the need to maximise
the use of space in the Hall over summer, the Hall reserves the right to move reside
to another suitable location within the Hall.

Giving Notice & Paying Your Rent Over Summer

{ dzYYSNJ NBaARSYy(Ga INB NBIdZANBR G2 3IAL
adleAay3a F2N GKS gK2tS &dzYYSN® LT H &¢
lieu of notice will be charged.
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For most aras and housing types, there is usually a rent reduction over the summer
period, and rent is paid in 2 instalments:

Instalment No. of Weeks Payment Due by :

1% 7 (Nov 13Dec 31) | Friday11" November 2011
2" 8 (Jan IFeb 25) | Friday30" Dec 2011
FUTURE ACCOMMODATION

Residents are welcome to apply fecommodation in the years following their original
application; however the Hall reserves the right not to offer accommodation on an
ongoing basis. Offers of accommodation in subsequent years arditiomal on
satisfactory academic progress (according to the Academic Progress Statute) and
availability of suitable housing.

12
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HOUSENFORMATION

This section contains useful information that will help tmake your
stay at University Hall a good one

FURNITURE & FITTINGS

University Hall provides different furnishings dependinghoasing type.

If you are living in Te Kotahing&Vatite-ata, and Whanau

University Hall Provides

Communal areas:
¥ Dining table & chairs
¥, Sofa(s) for flat size
¥, Carpeting & curtains
¥, Fridge/freezer
% Oven & microwave
¥, Dishwasher
¥ Kitchenware sufficient for the flat size
Y. Heat pump
Y2 TV
¥ Notice board
% Iron and ironing board
% Washing machine & dryer or access
a
communal laundry
¥ Vacuum cleaner, mop, broom,
dustpan and brush*
% Rubbish bins

Bedroom:

¥ Single bed base and mattress

¥ Wardrobe with clothes baskets whe
possible

¥ Desk and chair

¥ Bookcase

¥ Heater (on a 1 hour timer)

¥ Bedding- Te Kotahinga & Wae-ata:
1 flat sheet, fitted sheet, mattres
protector, a duvet inner, a duve
cover, a pillow and pillowcast
Whanau residents provide their ow
bedding

Youwill need to bring:

% Towels and bath mats
%, Tea towels

You may like to bring the following fq
your room:

¥ Desk light

¥ Radio

YTV

¥, Stereo with headphones

With your housemates:

¥ Additional mop heads
¥ Additional vacuum bags
¥ Wellington City Council rubbish ba
and recycling bags*
¥ Cleaning products

*Please noteThe Hall supplies one m¢
head, one vacuum bag, one pack
council rubbish bags and one bottle
dishwashing powder at the beginning
each trimester, and each flat or hou
will be responsible for replacing thes
throughout the trimester. You can by
vacuum bags from the Office.
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If you are living in a Family or Small Flat

University Hall Provides You Provide
Communal areas: ¥ Sofa, lounge furniture TI
¥ Dining table & chairs ¥, Kitchenware E
¥, Carpeting & curtains ¥ TV -
% Fridge/freezer % Bedding, towels and bath mats c
% Oven & microwave ¥, Tea towels C_I;
% Noticeboard ¥ Desk lights -
% One oil column heater % Additional clothes storage T
% Ironing board % Additional heating sources but not =
% Vacuum cleaner, mop, broom, gas heaters 5
dustpan and brush ¥ Additional mop heads (@]
% Rubbish bins v, Additional vacuunbags n
% Washing machine & dryer or access ¥ Wellington City Council rubbish ba| %
a communal laundry and recycling bags o
¥ Cleaning products n
Bedrooms: Q
% Single bed base and mattress Q,
double bed for couples =
% Wardrobe with clothesaskets where D
possible wn
¥ Desk and chair
¥, Bookcase

If you are living in an Aro Valley Flat:

' University Hall Provides You Provide
Communal areas: ¥ Communal area furniture
¥, Carpeting & curtains ¥, Kitchenware
¥, Fridge/freezer Y TV
¥ Oven % Bedroom furniture
¥ Washing machine & dryer ¥ Bedding, towels and bath mats

¥, Tea towels

¥, Desk lights

¥ Heating sources ¢ but not gas
heaters

¥ Additional clothes storage

% Mop, vacuum, cleaning products

¥ Wellington City Council rubbish ba
andrecycling bags

You may not remove Hall furniture and replace it with your own. Any damage
caused by inappropriate storage will be charged to tenants

14



INTERNET ACCESS

Internet access is provided to all Te KotahidaVhanau houses and Wae-ata
apartments and is included in your accommodation costs.

Internet Provision
% Te Kotahinga & Whanau: wireless broadband provided by NZ WirelessisData
uncapped but is monitored and intended for study purposes only. Whikeréhis
no data limit,heavy users will be monitored and haveestrictions placed on
their bandwidth. Details for access will be provided in your Welcome Pack
¥, Watte-ata Apartments cabled broadband provided by VUW ITS. VUW data limits

apply
The exceptiorio this is 1A Holloway Rd which is on a deég@ped Telecom plan.

All Te Kotahinga, Whanau and Weaiata residents will be required to sign a
University Hall Internet User Agreement on arrival at the Hall. Internet usage in the
Hall is also governed biz¢ Student Conduct Statute which you have agreed to abide
by in being a student at VUW.

Residents in Family & Aro Valley flats are not provided with an internet connection,
but are welcome to provide their own.

Internet usage rules
¥ Downloading of copyrigged material using a pedo-peer file sharing
programme is illegal in New Zealand (see below)
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¥% Uninstall any and all file sharing and/or peer to peer sharing programs from your
device(s)

% Do notgive internet connection details to students or people wlaye not
residents of University Hall under any circumstances

% Do not display internet connection information on the notice board in your flat.

Helpdesk
Te Kotahinga: Contact NZ Wireless ofrée phong 0800 699 473

Watte-ata: ITS Service Dedk35050
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Changes to New Zealand Internet Layvi2011

Copyright and internet law has recently changed in New Zealand and it isf n
ILLEGAL to download or upload copyrighted material using file sharing suc
peer-to-peer programs (torrents)

Examples of peeto-peer filesharing software includes:uTorrent, BitComet
FrostWire, Ares, LimeRunner and Vuze

—

Examples of material that is likely to be copyrighted: movies, games, teleyis
programmes, music, elecypA O 6221 a Si0OX
By being a student at VUW, you have agreed to all the conditions laid out ih 1

Student Conduct Statute. Under Statute Content and Guidelines, section 41.i
prohibited conduct includes:

0Copying loading or downloading any software asther material (including games
Y2OASa YR YdzaAO0 Ay oONBIOK 2F 02LR NI
http://www.victoria.ac.nz/documents/policy/student -policy/student-conduct
statute.pdf

As of September 1, 2011, transmitting copyright files using a file sharing or tarre
programme is under a three strikes process. There are three stages of infringgm
notice under the process. These are:

Detection noticd Warning noticeA Enforcement notice

If someone in your house breaches the new Copyright Law by usingshdilieg
programme to upload or download copyrighted material, NZ Wireless or Telgcc
(for 1A Holloway Rd) will issue the household and the Hall avietter.Upon receipt
of a letter, the Hall will reserve the right to disconnect the internet to your flat f@r
a determined period of time.

TELEPHONES

The Hall provides a telephone for each house in Te Kotahingatevdta and
Whanauresidences. Residents in Family Flats or the Aro Valley are responsible for
providing their own phone and connection.

Phones are tolbarred; calls within the local Wellington calling area are free. For calls
outside this area within New Zealand or oseas, reasonably priced calling cards can
be purchased from dairies or supermarke@®800 calls are freeall within New
Zealand and can be called from your landline.

Try to keep your conversation to a reasonable length so that everyone is able to use
the phone when they need to.

¥ Phones are not to be used for digb internet.
¥ Please do not run telephone cables from room to room.
% Do not remove the telephone from communal areas.

For any problems wh your landline, please contact the University Hall office.

16
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HEATERS & HEATPUMPS

Heaters
Te Kotahinga houses, Watata apartments and Whanabouses have bedroom
heaters that are hardvired into the wall. These are on ahbur timer.

Family flats are supplied with one oil column heater for common areas. Any
additional sources of heating need to be provided by residents.

For health and safetyeasons, we do not allow the use of free standing
gas heaters in any University Hall flat

IMPORTANTHEATERS BIRE RISK
DO NOT COVER heaters; do NOT use heaters to dry wet
clothing; keep beds, furniture and other items clear of heatérs

Heat pumps

All Te Kotahinga & Whanau houses have heat pumps installed. Each should have a
remote control, which you can use to set the temperature (the ideal temperature is
20-25°C); this needs to be taken off the holder and pointed at the heat pg@® dzQ f f
hear it beging.

Remember to switch the heat pump off when you leave your flat, and when no one
is using the space being heated. In summer open windows rather than usimgahe
pumpas an air conditioner.

Remember to conserve power; each resident has a $25/weeker allowance
included in their rentg this is monitored frequently, and excessive usage will be
charged for.Heaters andheat pumpsare two of the biggest users of electricity in
your houses.

Wal-te-ata Apartmentsg Night Store Heaters

All Waite-ata Apartments have a nigkgtore heater in the common area. Night
store heaters work by storing heat overnight or at another time during the day and
slowly releasing it during the day or at a get time. If it appears that your night
store heater is not wiking, it is likely that the settings need to be changed so that
the heat is released at the time most people are home. Please contact the Hall Office
to have it checked

17



ELECTRICITY AND GAS

Te Kotahinga, Watie-ata and Whanau
Victoria University maintains the supply of electricity and gas to each flat and t
accounts are paid by the Hall.

Excess Electricitysagecharges

Te Kotahinga, Wae-ata and Whanau housese allocated an allowance of $25 per
person @r week and where the use of power exceeds reasonable usage, residents
be invoiced collectively for the exce®ear this in mind when using hot water, heaters
andheat pumps

Family Flats & Aro Valley

From December 1 2011, residents of Family RAalisbe responsible for setting up
their own electricity account with any provider they choose. All responsibility fc
payment of electricity accounts will rest with the resident. They will also b
responsible for informing the electricity provider wherethmove out, disconnecting
the power at the end of their residency and paying any outstanding charges on th
account.

In the case of unexpectedly large power bills, at the request of the resident, the +
can arrange for an electrician to check whethieere are any faults with the supplied
appliances (e.g. hot water cylinder). However if no fault is found, the charge for the
visits will be passed on to the resident. Residents are not permitted to arrange th
own electricians in this case without tifging the Hall
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LAUNDRIES

Communal & Shared Laundries

While most residents have washing machines and dryers in their flats, some residents
share a laundry or use the communal laundry. The communal laundry is situated at
the rear of 4 LandcrosStreet. The communal laundry is time clocked so that it is
operational only from 8.00 a.m. to 9.00 p.m. Residents who use this laundry will be
issued with a key on arrival.

The laundry should be kept locked and laundry keys are issued on an individgal bas
Failure to return a laundry key will attract a fee of $30.00.

You should provide your own washing powdgdean up after yourselfand take your
own rubbish away. The Hall will provide regular cleaning for shared and communal
laundries.

Families& Laundries

Family and small flats that use a shared laundry will be charged a laundry fee of
$50/adult/trimester and $25/child/trimester. This fee will cover electricity,
maintenance of laundry machines apdriodiccleaning of shared laundries.
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Usage of Laundries
Please do noallow nonresidents to use the communal laundri@hese facilities are

LINE ARSR FT2NJ NBaARSyiaQ 02y dSyAaASyOSo 9EOSA 3

in increased costs.

STORABE

The Hall has limited storage space available to residents; if you are leaving over
summer and returning in the following year, please contact the Hall Office to discuss
storing items, and for a Storage Form.

There is a $50 charge foanclaimeditems trpt are stored and not removed; this
O2@SNA (GKS I IffQa SELISyaS (2 NBY20S I yR

Removal of personal items

Please ensure that all personal items are removed from your room and flat when you
leave University Hall. Incoming residemigl have their own belongings and do not
need yours.

If you are leaving the Hall and have usable items that you do not wish to take with
you, please contact your RA or the Office for advice on donating items to charity.

BBQ AREA & TENNISWFO S

TheUniversity Hill Barbeque area is locat@m the empty section between 55 and 59
Fairlie Terrace, with picnic table and benches. In all cases please respect the
neighbours' right to peace and quiet if you are using the BBQ area.

University Hall also hastannis court, located to the north of 37 Salamanca WRUile
not maintained as a tennis couthis spaces ableto be used by residents.

If you would like to use these areas for an evengathering, please enquire at the
Hall Office first for termsfause.

PARKING

Hall Garages and Spaces

Please fill out a registration form if you have a car that you intend to park at the Hall.
These may be included in your offer package if requested and additional forms are
available at the office. Please return the completed form to the office as soon as
possible Forms can also be found at:

http://www.victoria.ac.nz/university hall/documents.aspx
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Applications forHall parking will be handled on a first come first served basis
University Hall flats are all situated in either Coupon Parking or Resident only park
areas, and parking is strictly enforced by the City Council.

Hall Parking: Costs & Locations

% Car spaces/parks: $125/trimester
¥, Garages: $250/trimester
North: 3 spaces4 garages
Fairlie Terrace/UppeAdams: 4 spaces
Landcross Street: 4 spaces; 2 garages

Please see the maps at the end of this bdetkfor locations

Gladstone Terrace Residents

Unless you have been allocated hall parking, therenasparking in Gladstone
Terrace as this is a private road. Any unauthorised vehicles will be towed away
GKS 26ySNDNa SELISyasSo
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Wellington City Council Permits & Coupons
You can apply to the WellingtcCity Council for:

¥ a resident's exemption permit which will entitle you to park in amyestricted /
couponarea

¥ OR for a payment of $115.00 you can obtain a residents sticker which will allow
you to park in the residents areas as well

For either ofthe resident's permits you will need to apply to the Council offices and
supply a Confirmation of Residency letter which can be obtained from the Hall Office.

Alternatively you may park free f& hours only, in an unrestricted / coupon area
Parking afte this time will cost you $7.50 per day via a coupon system. You can buy
these coupons at any of the local Kelburn dairies or post offices.

More information on parking can be obtained from tiWellington City Council
Website:http://www.wellington.govt.nz/services/parking/

Bicycles

Bicycles should NOT be stored inside your flat unless there is no other alternative
available. Please check with your Residential AssistaHall Office for suitable places

of storage.
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SHOPS

There are a number of grocery shops, dairies and supermarkets within easy access of
University Hall. More information is available in your Flat Folder or fyoor RA or
Kiwi Mate.

Kelburn
There is a small Four Square convenience shop, butcher and pharmacy along Upland
Road

Wellington City
% Alarge New World supermarket on the corner of Chaffers Street and Wakefield

Street

% A large New World store in Moleswor8t, Thorndon and a small New World store
on central Willis Street

% A small New World store at the Railway Station

% A specialist Asian grocery store in Wakefield Street and another one in Hopper
Street

Aro St Shops
There is a small fruit and vegbop and a Four Square convenience shop

Woolworths online
Tohave groceries delivereditp://www.woolworths.co.nz

Markets

There are various markets on Saturdays and Sundays around the city; these have
reasonably priced fruit, veges and other items. See your Flat Folder for more information
or go to:http:/mww.wellingtonnz.com/shopping/wellington_city _markets
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CLEANING YOUR HOUSE

Residentsare responsible for keepintheir flat and its immediate
surrounds clean and tidy

Theremoval of any rubbislg inside or outside- i.e. household rubbishjunk mail,
newspapers, beer bottles, boxes eis the responsibility of the resident§See
RUBBISHP. 34).

The Hill looks afterthe lawns, gardens angaths; however residents are required to
keep grounds and letterboxes clear of rubbish amk malil

91 Kelburn Paradkas commercial cleaning providedae a week, due to the size of
the house.

Cleaning inspections

These are carried outvice a trimester for all Te Kotahinga, WWeaiata and Whanau
flats. They are generally scheduled before ridmester break and during the first
week of study break at the end of each trimester. Inspections are carried out eitt
by your RAor other Hallstaff.

suoneoadx3y

You will be given the opportunity to bring the cleaning up to standard in any cas<=
where it does not pass the inspection and reinspection will be arranged.
Commercial cleaning may be organised for any houses that do not meet the required
standad; this will be charged back to the resident(s) concerned.

You will receivénformation regarding these inspections before they are carried out.

Dishwashing powdg CouncilRubbishBags& VacuumBags

Te Kotahinga, Wde-ata and Whanau House¥:our housewill be provided with a
starter packof theseat the start of the Trimester. You and your housemates are
expected to purchase any further supplies from communal funds.

Vacuum bags can be purchased from the Offiggease let us know the exantake

and model of your vacuung e.g. Kambrook KVC1Zhis number is usually found
under the machine. In most cases the Office has a record of model numbers, but it is
helpful if you can provide this.

Each house is supplied with one mop head at the beginrof the trimesterg
replacing them is the responsibility of the residents.

Each house is responsible for purchasing their own cleaning products and toilet paper
¢ we suggest that you arrange to do this communally. Your Kiwi Mate or RA can help
advise o this. There are also suggestions for alternative cleaning products in the Flat
Folder that can be found in each house.
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Light bulbs

Replacementight bulbsare supplied by the Hall for Te Kotahinga houses ;jté/ata
Apartments and WhanatiousesWhen you need a replacement bulb, please ask at
the office being specific about what type of bulb is required. If itae high or
dangerous to reactthe University Hall Maintenance Team will replace the bulb

Kiwi Mates and RAs are also albtehelp out with replacingdight bulbs Please be
specific when requesting replacement bulbs

Residents in family and small flats will need to supply their @ptacement bulbs.

PARTIE& SOCIAL GATHERINGS

Here are the University Hafjuidelines that must be adhered to if you or your flat
wish to hold a partyor a social gathering

a) Parties& Social Gatheringsan ONLYe held on Friday and Saturday nights
b) Absolutely NO PARTIES SOCIAL GATHERINdBSNg study week or
exams

c) Residential Assistant& the Office must be informedat least 48 hours
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beforethe party
d) A Party Contract must be signed by all flatmates, and immediate

neighbours

Party Guidelines:

¥, Definition of a Partyor Social Gathering A partyor social gathering (from here
referred to collectively as a party9 any event or gathering organised or not
that takes place on Universityalfl property. The key component tike potential
for noise that would disturb eitherour housemates or nelgbours.

¥ AParty Contractimust be agreed to and signed by all housemates and immediate
neighbours.This canbe obtained from the Hall Office or your RA, and must be
returned to the Office or your RA at least 48 hours prior to the party. This is to be
done in the case of any gathering at your ftgven if it is a quiet dinner. It is
better to be on the safe saland let the Hall know in case anything goes wrong.

¥ Parties and FaceboolUniversity Hall strongly advises against advertising parties
within Hall property on Facebook. Residents who do will be held entirely
responsible for any damage, complaints or @ctithat is take against the
residents involved. Gatecrashers are the responsibility of the party organisers.
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Noise: Be considerate of the people around yquf they have signed th&arty
CGontract, they will be aware that a party will Ieeld, and are within their rights to
call Noise Control or the Police should things get out of hand.

Consider not only your University Hall neighbours who may be a family, or ol
students, but also nostudent neighbours who may have a low tolerance fc
students (seéleighboursP.43. This is all the more reason to ensure that you ha
a good relationship with your neighbours.

Keeping windows closed also helps stop noise from travelling and disturk
neighbours.

Keep noise ¢ a minimum after 11pm, orencourage your guests to go down
town.

Noise Control & Policelf music or noise from a partgr gatheringprompts a
neighbour to call Noise Control or the Police, they may seize stereo equipment
place a noise ban on your flat for up to 72 hours. Should they receive furt
complaints, you and your flatmates may face fines of up to $10,000.

Refer to:http://www.wellington.govt.nz/services/noisecontrol/index.html

Alcohol and food Responsible drinking is encouraged. Ensure that at least ¢
sober person is present in the case af emergency. Kegs of beer are strictl
prohibited. Serve food at all parties as it helps to slow down the effects of alcoh
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Smokers:Remind smokers not to talk loudly when they congregate outside for a
smoke. This type of noise carries and illy disturb neighbours.

ConsequencesThe ultimate consequence of not adhering to University Hall party
guidelines is eviction from the Hall. Hall Management will consider consequences
on a caseby-case basisReadmission to the Hall in subsequent yearay also be
jeopardised.

Should a party get out dfandor noise continue after 11pm, the RA on duty will
shut down the party.

COMMUNICATION

Because the Hall is spread over a large avedhavevarious ways ofommunicating
with you.

The mostcommon method isemail, but sometimesif the matter s very urgent,
texts or cell phonecalls Fom time to ime you will be visited by theeRidential
Assisant or your Kiwi Mate and they will also pass on messages the Hall.

Please check youemail regularly Let us know if yourcell phone
number or email address changes
24
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We also deliver notices to your flaMWhen this happens please make sure that the
notice is placed on your notideoard so that alyour house matesan see it

Hall Newsletter
This is published generally twice a trimester and is delivered to your flat. Residents
are welcome to suggest ideas for content, or place advertisements in the newsletter.

Facebook
University Halmaintains a Faceboogage. This is changed each year, and we will
provide you with information on how to find us on Facebook.

SMOKING

University Hall is part of the Victoria University of Wellington community and
therefore is a completely neamoking area.

You may not smoke anywhere within your flaThis means that you musave the
building if you wish tosmokeand smoke outside with the doors and windows shut.
(Also please note: smoking may activate your smoke detector)

Smoking is only permitted atdst 3 metres away from any University Hall building.

PESTS & PETS

Ants

Do not leave any food lying around in the kitchen as this attracts ants and other
insects; recycling that is not properly cleaned also attracts ants and other nasties. |If
you findlots of ants in your kitchen, please let the Hall Office know.

Mice & Rats

Mice sometimes come inside to look for food in the cold weather. If you see a mouse
in your house please tell the Hall office. Make sure food is stored securely and dishes
are nd left lying around; also ensure that rubbish is either in bins or securely tied up in
bags and put out regularly.

Pets
Pets are not permitted in University Hall property. " S
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HOUEETIQUETTBATHROOM KITCHEBIAND LAUNDRIES

These aregyeneral guidelines to ensure that bathrooms, kitchens and laundries in tl
Hall are maintained.

Bathroom Areas:

¥ When you have a shower, make sure the curtain hangs inside the shower tray

% Pull the shower curtain across the shower so no water can get out

% When you are in the shower, please do not get out again until you have finish
showering and turned the water off

¥, It is best to dry yourself while you stand in the shower tray

¥ Please use a mop to clean up any watbich has fallen outside th&hower tray

¥, If the water is not draining properly from the shower tray, please tell the Hall Offic

If the floor is not kept completely dry, damage to flooring and building structure of
the house can occur.

Kitchen Areas:

¥ Pleaseclean up your own things in tHetchen Do your dishes and clear away your
leftover food, this will avoid mblems with mice, rats and ants

% Do not put rice or fat down the sink because it will block the drain; please dispose
this in the rubbish bins. If this happens, you will haveay the cosbf getting this
fixed

¥ Use only proper dishwasher powdeimn the dishwashing machines. Do not use
dishwashing liquid, as this damages the machiRanse dishes before you put them
into the dishwasher

¥ Iltems in fridge/cupboards should be ket $uitable containers and labelled with
your name. Any old food or rubbish should be thrown out to maximize space.
Discuss this with your housemates
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Laundry Areas:

WLT e2dz gAaK G2 dzaS 0GKS 41 aKAy3 YIOKAYS |y
clothes,put the washed clothesiia basket or clean plastic bag
%52 y20 Ldzi 20KSNJ LIS2LX SQa Oft20KSa Ay RNESH
¥ Ensure that clothes are spun well in washing machine before you put them into the
dryer. They will not dry if too wet
¥ Washing machines & dryers functibatter if not loaded too full
¥ Make use of the the free (and environmentafiiendly) energy from the sun and
wind by drying your washing outside on fine days
¥ Ensure that laundry areas and shared laundries are kept clean and tidy. The Hall will
arrange cormmercial cleaners for sharethundries; however it is appreciated if
residents can take responsibility for ensuring that they are kept clean. The cost of
this is covered by your rent or laundige in the case of Family Flats
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EMERGENCY PLANNING

EmergencySuppliesprovided by University Hall
In case of a large scale disaster, your house is providedewidrgency supplies. This
includes:

¥, Water, sufficient for three days3 litres/person/day

% A sealed bucket, which contains a small supply of emergency, fopgiene
productsand light sticksThe bucketan also beised as an emergency toilet, lined
with the plastic rubbish bags provided.

These suppliesare only to be used in the event of a large scale disaster e.g.
earthquake. This bucket must not be opened for any other reason and a penalty of
$150.00 will be chargefdr anyone that tampers with these buckets.

House Supplies
You will also need to consider anging the following with your housemates:

% A supply of food sufficient to provide for yourselves fod&ys Canned or dried
food is best; include high energy items, such as chocolate, sweets, drink powder,
muesli bars, crackers or cabin bread and spreads.

% Ideallya camping stove or similar to cook oA.University Hall BB is stored in
each area and can beeds for cooking.

¥  Waterproof torches and spare batteries

% AM/FM radio and spare batteries

¥  First aid kit
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Personal Supplies
It is recommended that you have a Getaway Kit. This should include:

% LYLRNIIFYy(d R20dzySyida fA1S LIaalLR2NIaz RNROJS
¥  Towels, soap, toothbrush and sanitary items

% A change of clothes

¥  Blankets or sleeping bagsn emergency foil blanket

%  Wind and rainproof clothing

%  Strong outdoor shoes

For more information and helpful checklists, wigitw.getthru.govt.nz
Make sure you read and are familiar with the informatimmthe Get Thru websiteA

hard copy of the yellow Get Ready Get Thru booklet ¢gtuded in your emergency
bucket.

27


http://www.getthru.govt.nz/

SECURITY

Make sure that you secure your doors and windows at all times. Forced entry is on
very occasional problerm but unwanted people have walked in through doors lefi
unlocked, even when someone is in the house.

Security is the joit responsibility of you and your flatmatesYou should be able to
safely open ONE window your bedroom. It will have bolts or a special setork to
secure it when open. However where there is only one window in the room it may r
be possible talo this as the window may be needed as an emergency fire exit.

Avoid leaving valuable items on display for others to $eans such as lap tops or
cameras should be stored away out of sight; do not leave your laptop on your d
where it could be seendm outside.

If you see someone acting suspiciously, call the police immediately. What you se
experience is often useful information for the police. Please also advise your RA ot
office.

If you do have a prowler or intruder or burglar, call thaipe immediately:
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In the first instance, call Campus Security:

(04) 463 9999

For Police0800 765 463

In an emergency situatioonly:

111

If the Police are called, you must advise the Hall Offecel your RA

EARTHQUAKES

University Hallhouses and apartmentsare moritored regularly for earthquake
proofing.

For detailed information on what to do before, during and after an earthquake,
please visithttp://www.getthru.govt.nz
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Before an earthquake

¥ Identify safe places very close to you at home, university or out and about, such
as under a sturdy table, or next to an interior wall.

% Develop a Household Emergency Plan with your flatmates and have emergency
survival itens so that you can cope on your own for at least three days, apart
from what is provided by the Hall

¥, Protect property- secure objects and keep insurance up to date

During an earthquake

% Move no more than a few steps to a safe place, drop, cover, andamold

% Do not attempt to run outside

¥ If outside, move no more than a few steps to a safe place, drop, cover, and hold

¥ If in a lift, stop at the nearest floor and get out

¥ If you are driving, pull over to the side of the road. Stay in the vehicle until the
shakng stops

After an earthquake

¥ Expect aftershocks and help those around you if you can

% Report injuries or fires to the emergency services (dial 111).

¥ Put out small fires. Evacuate the building if the fires cannot be controlled.
¥ Listen to the radio foadvice and information.

¥ If your property is damaged, take notes or photosif@urance purposes

% Do not go sightseeing and stay out of damaged buildings

FIRE

Residents of Wate-ata, 73, 75 FairlieTerrace & 91 Kelburn Parade

These houses have a fire alarm system which is connected directly to the Fire
Brigade to enable them to respond quickly. Each house should have at least one
volunteer Fire Warden who is responsible to ensure that no one is left inside the
building. Evacuation Fire Drills are conducted once in each trimester.

If you hear an alarm sound
1 stop what you are doing,
1 leave the building immediately and
1 assemble aross the road or in an area away from your house

If the fire warden in your house sway, you must check each room to make sure
that everyone has left the building.

Stay outside your house until permission has been given to you by the person
responsible for the drill or the Fire Brigade.

1A Holloway Rd

1A Holloway Road also has a monitored fire alarm. If this sounds, please phone the
University Hall Office to arrange for it to be switched ofhédre is no fire.
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All Other Houses

All other University Hall houses have smoke alrfire extinguishers and fire
blanketsand residents should let the Office know if these are faaltynissing They
are monitored on a regular basis. If there is a filemve your house immediately if
you cannot put it out. Do not attempt to return teetrieve personal items.

False Alarms

If the Fire Brigade does come #ohouse or apartmenand it is a false alarm or a
malicious call, the house may be charged for the callout. The chargddseacall
out is about $2000, which will be passed orthie residents.

Smoke Detectors & Fire Alarms

Please note that smokdetectors & fire alarms are designed to be very sensitive
They can be satff by cooking smells, burning toast grarticles such as moisture or
dust in the air. Please ensure that when you are cooking, the area is well ventilat
and that any cooking is monitored to avoid setting off your alaguidentally

If your smoke alarm beeps intermittently, this means thia batteries need to be
replaced; please call the Hall OfficeDO NOT dismantle or remove your smoke
alarm.
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Fire Extinguishers & Fire Blankets
Each house has one of each of these and specialist personnel checkdbekely.

If you use your fireextinguisher, it must be brought to the office for rélling as soon
as possible. A replacement one will be issued immediately.

What to doif you discover a Fire:

1. Activate the fire alarm by breaking the glass
(If your house has one There is an alarm switch by
the front door and at the back exit of your house
2. Ring the Fire Brigade (Dial 111)

3. Leave the house immediately and go to your assembly poirg

4.DO NOT go back into your house for any reasmonil the Fire
Serviceor Hall staff tell you it is safe

Pleaseread thefire information written on the card near the exits in
your houseand make a plan with your housemates family.
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Fire Evacuation Card

This is an example of a Fire evacuatiand found in some houses.

T'his is a Sample of a Fire Action Procedure Notice for a
Building With No Fire Alarm

FIRE ACTION

IF YOU DISCOVER A FIRE
WARN OTHER BUILDING OCCUPANTS
TELEPHONE THE FIRE SERVICE

-
from a safe phone: (OUTSIDE LINE IF REQUIRED) DIAL- 1 1 1

WHEN WARNED OF A FIRE
LEAVE THE BUILDING IMMEDIATELY USING THE NEAREST
EXIT WHICH IS:

YOUR ALTERNATIVE EXIT IS:

ASSEMBLE AT:

WALK QUICKLY - DO NOT RUN
STAY OUT UNTIL THE ALL CLEAR IS GIVEN
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REPAIRS & MAINTENARNC

If something needs repairing

¥, Contact the @ice or your RAas soon as you discover a problemhone, email or
call into the Office

% Be as specific as possible about what is wrong. Simply séyirgwashing
YI OKAY S ¢isdof é€ndughd 2t can be fixed much faster if you can tell L
things like:di KSNB Aa y2 LR oSN ORitsfFHALt o6 R @K B
GAG a0 &N¥eicy 3 &

% Do not bring in your own 'fix it' people

¥ If the issue is a simple one, such as a blocked shower, a blown light bulb in an ee
to access place, an oven that is not working (when the elements are), please
contact your RA or nearest Kiwi Mdt# help. University Hall staff in the office may
also be able to talk you through fixing the issue yourself over the phone

Here is gyuide to how we prioritise maintenance requests:

' Priority Time Frame Examples |

Urgent 1 hour Sewerage leak, security issues, no electricity, no wjg )
flooding. D

—

<.

@)

M

High 6 hours Broken windows, broken front door lock, blocked toi n

or drains, no hot water, ceiling leak, blown light bi
where it is the only source of light or a security iss
electrical sparks or burning smells from appliances, fri
not working

Medium 2 days Washing machine, dishwasher, oven not working, he;
not working, mice or rats, neargent light bulbs, blocke(
shower, blown light bulbs where there are other lig
sources

Low 5 days Flooded fridge, dripping tap, loose kitchen mix
internet port not working (Waie-ata only), broken
power outlet (where there are alternatives)

Very Low | 7 days + Broken cupboard doors, broken mirror, broken wardrg
storage baskets

Please note that these are approximate timeframes, depending on availability of our
contractedtrades peopleand their workload. In some cases University Hall will ask the
Maintenance team to investigate the problem before calling a tradesperson.
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While the office will endeavour to warn you of the entrance into your flat of trades
people at least 48 hours in advance, it cannot always do so. When you request
maintenance you are deemed to have given permission for your flat to be entered by
the necessary tradesperson.

LT &2 dzNJ NXE lpnedSvihin thd abgv@timeftar@es A 2

If you put through a maintenance request and nothing has been done within these

GAYS FTNIYSaszs FSSt FNBS G2 O2yalr Ol dza F3AF Ay
number of requests we receive, things can get overlooked.

Appliances
If an appliance breaks down and requires a part that taéig some timeto arrive, we
will let you know.

If it is not an appliance that is vital to everyday running of your house ane ikean
alternative (such as a dishwasher or microwave), you may be required to wait until it is
repaired; if there is a replacement available it will be provided in the case of
microwaves and fridges.

If a washing machine or dryer breaks down, you maygiven access to another
laundry, or you are welcome to request to use the machine of another University Hall
neighbour.
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FLAT ENTRY

University Hall endeavours to comply with the spirit of the Residential Tenancies Act,
although as a Hall of Residence, da not come under its rules.Therefore we do
not enter your flat without warning unless:

¥ You have requested maintenance and alzaman calls to carry out the work.

% There is an urgent maintenance matter, which cannot waithis generally
involves prevention of damage to the flat or the resident.

%  There is a need to control noise.

As a general guide, your flat will only be entered/our absence for the purpose of
ensuring your personal safety and we#ing or improvement of the facilities in the
flat.

We endeavour to let you know at least 48 hours in advance of any entry to your
property for scheduled maintenance.
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RUBBISH

Rubbish and recycling in the Hall will be undergoing some changes in 2012. W
keep you informed. In the meantime:

Rubbish Bags

A limited number of complimentary rubbish bags are provided to all Te Kotahi
Watte-ata and Whanathouses at the beginning of each trimester. If your hou
requires more, these must be purchased from communal funds in agreement
your housemates. Wellington City Council Bags are available from Uni
supermarkets or dairies and cost around $a@da pack of 5.

Where to put your Rubbish

% Residents of 91 Kelburn ParadeRubbish is collected from the kitchen bins ar
no bags are issued.

% Residents of 73, 75 Fairlie Terraard50, 52, 54, 56 & 58 AdaniBerraceg Please
use ordinanblack bagsand take these bags to the rubbish collection room behil
73 Fairlie Terracd.he padlock number is 111Please do not keep bags of rubbis
around the house. Rubbish bags should be securely tied. Rubbish is cleared t
week.

S92INISS

¥ Residents at Waie-ata, please use ordinary black bags and take these bags to
rubbish room which is located under flat 1. Rubbish is cleared twice a wd
Please place your rubbish bags inside the green bins provided and not on the floor as
this will attract pests, such asdents and flies.

¥ All other Residents; Please use yellow WCC bags and put these on the kerbside
for the normal weekly collection.

Wellington City Council Rubbish Collection

Wellington City Council (WCC) will only remove rubbish that is baggedjutation
yellow WCC rubbish bags On rubbish collection day the bag/s should be tied and
taken to the kerb in front of your gate. You may put out as many bags as you wish.

WCC rubbish bags may be obtained in packages of 5 from most supermarllets an
dairies, as well as Uiitop on campus. The cost is around $2 per bag. The bags can
be kept in an outdoor bin with a lid (provided by the Hall except in the Aro Valley) until
the day of the collection.

Rubbish Collection Days

North end, Fairlie Teace & Landcross Street TUESDAY

Adams Terrace, Holloway Réro St WEDNESDAY
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Rubbish may only be placed on the roadside after 5pm the
day before collection.

RECYCLING

Wellington City Council operates a kerbside recycling service. Flats have a green crate
for glass, and green bags or a black wheelie bin with a yellow lid for other recycling.

Glass recycling is picked up in alternate weeks with general recyclingflatowll
have a calendar indicating which weeks these are. If not, plasisatthe University
Hall Office for acopy or Wellington City Council o04) 499 4444 to request
information or visit their website:
http://www.wellington.govt.nz/services/rubbrecyc/recycling/recycling.html

What can be recycled?

General recycling, in the green bags or black bins:

% aluminium canssteel cans

¥, newspapers, magazines, brown corrugated cardboard, other paper and cardboard
that has not been contaminated by food

¥ clear plastic bottles, plastic milk bottles, plastic commodity bottles, PVC bottles,
plastic bags

¥ glass bottles and jars

Glasgan the green crates:

Glass must be separated from your general recycling. This is collected on alternate
weeks from other recycling. Glass must be placed in the green recycling crate provided
or it will not be removed.

If your recycling is not picked up
General recycling must be placed in the WCC green bags or large black bins provided.
If your recycling is not picked up it could be because it was:

¥ Put out for collection on the wrong week
¥ In the incorrect recycling containere.g. glass put out in a avoard box
¥ Contaminated or mixed e.g. glass put in with the general recycling

For detailed information on what to recycle and how to secure your recycling
materials, please check the information in your flat folder or request extra copies from
the office.

If your recycling bin or crate disappears, or you run out of recycling bags, please
contact the Office. Once your pack of 26 bags provided at the beginning of the
trimester is used up, you will need to arrange with your housemates to purchase
more.
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Wai-te-ata Residents

Place recycling in the area provided at the entrance to W&ata. Ensure that
recycling is put out according to the guidelines outlined above.

Fines for Recycling

Wellington City Council will issue a warning and then a fine for recycling or rubk
not put out correctly on a regular basis. This fine is generally per household and
be charged to residents themselves, or taken out of your bond if it is passedrento
Hall.

University Hall encourages residents to recycle
Please ask at the officer help understanding the recycling system

MAIL

Letters
Mail for all residents is delivered directly to individual letterboxes.
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Please note that the mailboxes 60 - 58 Adams Terrace asituated at the beginning
of the path between Fairlie Terrace and Adams Tetrace

Parcels

Address Parcels to:
(Your NameL/OUniversity Hall,
42 Kelburn Parad&elburn, Wellington 6021

You will receive an email from ttall when a parcel arrives for you, and you can pick
it up from the Hall Office at 42 Kelburn Parade

Please do not have packages addressed to your house address, as these will be
delivered to the University Mail Rogrand this may delay delivery to you

Letters addressed to you should look like this:

Your name

Your Room Number
Street Address
Kelburn

Wellington6021
New Zealand




Services

When you leave University Hall

Pleaseremember toTELL OTHER PEOPLE YOUR NEW ADRESSuU move out.

New Zealand Post provides a redirection service for mail both within New Zealand and
internationally at a costThe hall will NOT take responsibility for forwarding mail. All
mail will be returned to sender.

Visit the following links for further assistandgtp://www.changemyaddress.co.iz

Mail for departed residents

Please keep communal areas clearboygingold mail to the office and disposing of

2f R ySgalLJl LISNE>X NHzmoAaK SGOX LT GKSNB | NB
your house, give them to your Residential Assistanbrong them to the Hall office.

We willreaddressor forward them on.
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SOCIAL ISSUEEVENTS

Guidelines on sharing a flaand social events in the Hall

FLATTING 101

Flatting is the term commonly used in New Zealand for sharing a heilsethers.
Most flats function as a community, providing friendship, a social netwo
(particularly important for those new to Wellington and New Zealaady support
and local knowledgeg e.g. where to fad the cheapest fruit and vegeslats may
evenpool funds to purchase food, cook together and organise the running of th
household together.

In University Hall each house or flat is part of the wider network of the Univers
Hall community. Your experience of studying and living in New Zealamdb&a
greatly enhanced byour flatting experience, and you have the opportunity tc
O2y NROGdzi S (2 20 K-BaMEQWItISdERIS dah BalyChslp Jodito
grow as a person with valuable life lessons to be leaddre are some tips that
mighthelp to ensure your flat is set up for a successful trimester or year.

Placements & Selection of Housemates

The HeadndAssistant Head of Hall have the challenging task of deciding who will
where and with whom within the Hall. In a usual flattisiguation, you would choose
your own flatmates; however, as all of University Hall residents are internatioi.
students and generally arrive straight off the plane, to streamfifflcementsihis is
normally done before you arrive.

To help us make sure we are placymyi in the best possible spot, it is helpful that you
give us as much (truthful) information as possible about yourself when you apply
both on your application form and on the Room Preference Form. While we make
everyeffort to consider your preferences, sometimes it is not always possible, but we
do our best to ensure that we meet these if we can.

Changing Rooms

If you arrive and are not happy with your roompmacementsplease let us know. We
do havea policy of aking that those who wish to change rooms or houses remain in
their original placement foat least2 weeks this being the time that it takes teettle

in. We often find that after 2 weeks, first impressions and reactions have chatiged
also allows dlresidents to arrive and spend time in their assigned raoms

There is a $50 charge for changing roomée consider requests on a case by case
basis.Please be aware that it is not always possible to change rooms, particularly if the
Hall is at full capaty, unless there is another suitable resident from within the Hall
who is happy to swap with you.
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Communication& Resolving Flat Issues

Good communication is the key to successful flat sharing. It is a good idea to have
regular meetings to let each other know what you expect of them and to listen to
what they may expect of you in returlfour Kiwi Mate or Réan advise you on things

you @n discuss in flat meetings. These include:

¥, Setting up a cleaning roster
¥, Agreeing guest/visitor ground rules

% {SUGGAY3 dzLJ I alAGO@¢ 2 N)rublgy Bags atd2othdrJdzZNO K | & -
incidentals

% Deciding whether you want to cook together or biood together (cheaper and
easier)

You will find that you may have to compromise in some areas and be sensitive to the
fact that other studets may have different needspinionsand lifestyles

Value the diversity of others and listen to theiewpoints. Voice your own opinions in

an honest, noqudgmental way and suggest ways that agreement can be reached. If
flatmates change, remember to make sure that the incoming person is welcomed and
briefed by the other flat members in order that theyayfit in as easily as possible. In

a number of University Hall flats, there will be changes in flatmates at the beginning of
each trimester.

In the event that serious difficulties arise among your flatmates, you may wish to
discuss these with your Kiate or RA. If this does not solve your problem, please
contact the Hall office so that we can arrange for assistance from the University
Facilitation and Disputes Advisor.

FLAT DECISIONS

The following are some of the things you may like to considdrdiscuss:

¥ Important contact numbers for all flatmates in an emergency (parents, etc.)

¥ Cleaning and cooking schedules especially dishwashing

¥ Personal hygiene and fair use of bathroom facilities

% Payment of shared food / household expensés] A G (0 & ¢

¥, Expected study hours and sleeping hours

¥ Noise level of stereos and televisions

¥ Friends visiting the flat and using the amenities, overnight visitors, etc.

¥ The right to privacy

¥ Other flatmates accessing your room

¥ The righ to enjoy a social lifeacknowledjing that study is your reason for being
here

¥ Sharing personal belongings

¥ Attitudes to alcohol and drug takinfRemember that all University Hall Houses are
non-smoking and that drugs are prohibited by law.
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GUESTS

University Hall flats and houses are allocated to a specific number of people.
flats are not intended for notuniversity Hall residents to stay in or persons who can
or won't go home.

Overnight guests should stay only with the permissionyafur flatmates

For guests who are staying for more thamights please contact the Hall; we do ask
for a small contribution towards power and household running cdsts.also need to
know who is in the Hall as a safety precaution in the case of angemey.

Short stay guests are not discouraged, but please be sensidien't invite them
before or during your or your flatmates' exam times or around any crisis point in t
life of your flatmates.

HALL EVENTS

All University Hall residents pay an ity Fee. This is used for events and activitie:
throughout the year.

At the beginning of each Academic Year, the Hall issues a calendar of events, ana
aims to keep residents updated as things change or are added.

These events include:

¥ Welcome Events; these are normally arehased and are at the beginning of
each trimester to help you get to know your neighbours and others in your area
of the Hall

% Autumn Lunch & University Hall &e/Gala ¢ these are events that all Hall
residents are invited tg there isone in each trimester

¥, Activities throughout the yearg in 2012, University Hall will be organising small
group activities throughout the year, these will generally be low key, low cost
activities on a regular basis, aimed at helping you to have a dellington
experience. They include things such as: local walks and tramps, eotiake
GrAaAG G2 {2YSa LatryRYI ®%SItlyRAIFI SGOX

¥ Interhall events¢ sports and cultural events throughout the year with other
Wellington Halls of residence, e.g. Quiz Ni@wimming, Basketball, Debate, the
Interhall Ball

¥ Recreation Centre Sports Leagueseach trimester the Rec Centre organises
AL NI a fSF3dzSa FT2N g2ttt Seolftf> AYyR22NI | yF
we have enough interest, University Hall putswWard teams

Other opportunities for involvement include special interest groups: Post Graduates,
families, environmental and Hall community groups. Ask about how you could help
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be involved in these groups, or if you have any ideas for potential grogi<tiuld
be started to enhance the Hall community.

HEALTH

If you need to see a doctor contact
University Health Servicet63-5308

Please note; the University Health Service has no obligation to treat patients who are
not currently enrolledstudents at VUW, but in exceptional circumstances it may
allow nonstudents, dependants of current students, and VUW staff to access its
services. An exceptional circumstance is considered to be a civil defence
emergency, or a life threatening acutendkss/emergency such as cardiac arrest,
severe asthma attack, substantial injury/trauma, and suicide intervention. You can
check this out on

http://www.victoria.ac.nz/st services/health/index.aspx

International Students belonging to StudentSafe no longer have tdiggsiyand then
seek a reimbursement. International students not covered by StudentSafe will be
invoiced directly.

CounsellingServece

VUW provide a counselling service for students. If you are having emotional,
psychological, interpersonal or other difficulties and would like to discuss these
confidentially with a counsellor, contacthe Counselling Serviceo make an
appointment They dfer services for those from several Asian language backgrounds.
There are also a number of useful resources on their website for your own use or if
you are concerned about a friend.

Check out their group programme timetable for workshops on topics sudtress
relief, relaxation, presenting yourself and assertiveness.

¥ Kelburn Karori or Te Aroampus: 04463 5310

¥, Pipitea campus: 0463 7474

http://www.victoria.ac.nz/st services/counselling/
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NEIGHBOURS

Most of yourneighbours in University Hall will be studenteit some are unconnected
with the University, and mahave very little sympathy with students. It can help if yot
introduce yourselfo your neighbours to establish a good relationship should anythin
gowrong later in the yearKnowing youmeighboursis a great way to feel part of a
community, andnakesour neighbourhoods safer for everyone.

When signing a Party @wact, we do expect you to contact nddgniversity Hall
neighbours as a matter of coudg(SeePARTIEB.23.

Please respect at all times the rights and interests of others living or working in 1
area.
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DEPARTURE

THE DEPARTURROCESS

When your stay at University Hall is coming to an end, there are normally a few
things that need to happen to complete the Departure Process. We will contact you
prior to the end of the trimester or the year and let you know what you need to do.

These are:

% Complete a Departure Forqgiving us your forwarding address

% Send details of how you would like your deposit returned to you to
paymentsteam@vuw.ac.nz

¥ Ensure that your accommodation costs atepaid

¥ Arrange a time for your RA to check you out and collect your key when you leave

¥ Have your room cleaning checked by your RA or Hall Staff

¥ Have your flat cleaning checked by your RA or Hall Staff

% Have your bedroom & communal inventory checked

¥ Arrange any storage if you are travelling or returning

¥ Ensure that you have taken all your belongings, or rehoused anything that you do
not wish to take with you

¥ Return your key to your RA or the Office

DEPOSI¢ RETURN OF

As a Hall of Residence, Universitgll does not come under the Residential Tenancies
Act and your deposit is retained by Victoria University

Deposits are returned once you have completed the following:

¥ All rentand debtspaid in full

¥ Key returned

¥ Flat inventorycompleted

¥ Room andlat left clean and in good order

% You have completed ®eparture Formand specified how you want your depos
returned

¥ You have notified thepaymentsteam of your bank or payment details:

paymentsteam@vuw.ac.nz
% You have given us a forwarding address.

It normally takes 2 3 weeks fothe return of your deposit.

The hall will not be responsible for any belongings left behind when you leave the hall
Please make sure youreho3eNJ NBalLR2yaArof e RA&LRAS 2F lyeé
take home with you
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If you are at VUW on an exchange programme where the programme has paid your

costs, the programme arranges deposits on your behalf, and we suggest you contact
them directly to confirm whether any refund is due.

LEAVING EARLY & FING A REPLACEMENT

If you decide to leavéefore the end of your contract
% You must tell the office and your flatmates as soon as possible and fill out 1
departure form, making sure there mufficient time for a replacement to be

found. Generally the resident is responsible for finding a replacement, howe\
the Hall can help out with this
% You must pay the rent until a suitable replacement is found

The procedure is

¥ advertise the vacancy ahe University Accommodation Service, or elsewhere
and ensure that the new person applies-taime. Ensure that they know about set
upcostcRSLI2aAdx NBIAAGNI GA2Yy FSS SGOX

¥ advise the Hall office of the name andntact details for the new resident

¥% have the person meet the other people in your flat

Criteria for the new or additional person

¥% They must be fullime Victoria University students and be in good academi
standing

¥ Preference is for second year above semmernational students but others will
be considered
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FORMAL PROCEDURES & POLICI

COMPLAINTS PROCEDURE

We have an informal system for comments and suggestions about any aspects of our
service. You are invited to leaweritten comments in the suggestion box in the
office. These can be anonymous if you wigbu are also welcome to email or phone
either the Head of Hall or the Assistant Head of Hall with any comments you would
like to make.

Alternatively, if you wouldike to make a formal complaint, you can either:

1. Discuss the problem in person with the staff member concerned, or write them a
letter if you prefer, or

2. Make an appointment withhe Head of Hallor write tohim if you prefer, or

3. Make an appointment witiNick Merrett, Manager Student Accommodatjoor
write to her if you prefer, or

4. Contact, Education Gardinator, VUW Students Association (43366)

Your complaint will be confidential. You will receive formal acknowledgment of your
complaint and be providg with a time frame within which the situation will be
reviewed.
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Where your complaint concerns conduct whichisabrac 2 ¥ G KS | yAGSNERAGE
off 2y RdzOG X O2yadZ & GKS WDdzZARS (2 GKS {01 Gdz
Facilitation and Disptes AdvisoryService(4636010.

OVERDUE RENT & TMEHION PROCESS

Residents who fail to pay their accommodation femsd fall3 weeks(21 days)or
more behind in payments are liable for evictiofhe process for this is as follows:

1. You will receivaan email from the University Hall Office informing you that you
are behind in your paymentsand inviting you to contact us to discuss your
options.

2. If you fail to respond or carry out any agreed action withive week you will
receivea phone calfrom the Office.

3. If you fail to respondo the phone callwithin one week, you will receive an
official email warning that a hold will be placed on your University account. A
hard copy will be deliveregersonallyby your RA.

4. If you fail to respondo the official emailwithin a week, a hold will be placed on
your University account, this will have the following results:

% Prevents Reenrolment
% Prevents Transcript Access
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Prevents Graduation

Prevents viewingf grades

Is displayed in Student Records

Prevents access to areas where swipe card is required

If you fail to respond, you will receive warning of your impending evicfitis
warning will give you a time when you must have vacated the property.

PRIVACYDISCLOSURE

Residents areequiredto provide their VUW5tudent ID number so that the Hall can:

(@)
(b)
()

Stu

may gfS AYTF2NXIGA2Y O2yOSNYyAy3a GKS 20!
numbers to outside enquirers.

confirm continued full time enrolment at Victoria,;

provide statistical information concerning students in halls of residence; and
enableHall management to receive the examination results of those resider
whose continued residence is under review and studevtte wish to return for

a second year.

dents arealsorequired to sign &ommuni@tions waiver form so that Office staff

-
=)
=)
(D
»

SANCTION OF DEFABIG STUDENTS

L
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interest in the provision o&ffordable accommodation to its students and that any
default in payment of rent or other debt to the hall adversely affects this interest.
Accordingly the parties agree that in the case of the student defaulting on this
agreement the University may,aiia RAAONBGOIA2y > NB@21S (KS

(@) to beissued with an ID card or to have an ID card endorsed;

(b)  to attend lectures, laboratories, tutorials, or use the University Library
and ITS Computing Services;

(c) to have a degree conferred, receive gradesceive a transcript or
academic certificate;

(d)  to enrolin any other University Coursentil the default has been fully
rectified.

The Manager,Accommodation Servisewill ensure that all appropriate measures
have been taken to assist the resident befs@nctioning a hold. This clause does

not

For

affect the right of the Hall to seek recovery of any debt by any other means.

the purposes of enabling VUW to exercise its rights under this clause the parties

agree that all relevant information may lagsclosed by either party to VUW.
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SEXUAL HARASSMENT

Victoria Universitpa L2t A O0& &adl iSa GKIFGY b{ SEdzr £ KI N
the university community because it interferes with the right of the individual to

benefit from and enjoy the educational, social, recreational and employment
opportunities offered by th university".

University Hall will not tolerate harassment of any kind

STUDENT CONDUCT A

Residents of University Hall are bound by the Victoriav&fsity of Wellington Statute

of Conduct. It is your responsibility to be familiar with the Statute and its contents. A
copy of this can be obtained on the Internehd one is also supplied with this
Information Book and forms part of your Residence Agreement

The Statute in its entaty applies to all residents at University Hall.

The document can be found at:

http://www.victoria.ac.nz/documents/policy/student -policy/student-conduct
statute.pdf

7
Q
Q
o
N

47



