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Welcome

Welcome to Whanganui UCOL Accommodation. The student accommodation is located on the corner
of Wicksteed, Campbell and Dublin Streets and is within walking distance of two major supermarkets,
popular fast food outlets and Wanganui City itself.

We are delighted to offer you a place in the Whanganui UCOL Accommodation which we hope you will
accept and have a happy and successful year.

If, as a student, you accept a place in Whanganui UCOL Accommodation you must be quite clear on
the commitment you are making. It means you have entered a contract that financially commits you for
the semester or year.

The rules in place at the Whanganui UCOL Accommodation are designed to ensure that your right to
study and live in reasonable peace, security and quiet are not compromised.

UCOL provides up to 72 beds in this accommodation primarily for use by Whanganui UCOL full time
students, however if there are beds available once the semester has started UCOL will make these
available to non students.

The Handbook

This handbook is designed to inform you of your rights and responsibilities as a Tenant in this
accommodation. While we acknowledge you may feel overwhelmed with the amount of information you
are receiving at this time, it is important that you do take the time to read this thoroughly.

In the event of fire:
Operate the nearest fire alarm box and telephone the Fire Service.

Dial 111 - and ask for the FIRE Service

On the continuous sounding of the fire alarm, leave the building immediately. DO NOT re-
enter the building until given the all clear
by the Fire Brigade.

Fire Evacuation procedures are displayed in every apartment. Please make sure you have read
and understood the evacuation procedures within 24 hours of your arrival.
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Introduction

The Whanganui UCOL Accommodation comprises three blocks of four apartments, each apartment having three
levels, containing one double and five single bedrooms [a total of 72 beds]. Each apartment has a kitchen,
dining and lounge area which is available to all tenants along with bathroom and laundry facilities.

The accommodation blocks were built in the early 1990’s and has proved to be a popular starting off point,
particularly for first year students when moving to Wanganui to study.

This accommodation caters for a diverse range of people, mainly students who are both domestic and
international. If, as a student, you are accepted as a Tenant in the accommodation, that acceptance is subject to
your paying your tuition fees to UCOL in full.

Accommodation Management

A Sense of Community

Whanganui UCOL Accommodation encourages an environment where Tenants look out for one another; they
acknowledge each other’s cultures and celebrate their differences. Tenants are encouraged to participate in
social events, both with other students and with the wider Whanganui community.

Whanganui UCOL Accommodation is a place students feel is their home; somewhere they feel comfortable,
somewhere they feel safe.

Student Support
Facilities Management
The Facilities Site Manager and Administrator are the people you are most likely to deal with in respect of your
Tenancy agreement. They are responsible for:
= providing accommaodation facilities and ensuring regular maintenance is carried out on these facilities;
= ensuring the regular cleaning of common areas within these facilities is undertaken;
= ensuring the procedures and regulations in this handbook are followed;
= ensuring the safety of the Tenants;
= informing Tenants of their rights and obligations
= conducting orientation sessions for all new Tenants
= conducting entry and exit inspections of Tenants’ rooms and common areas

The Facilities Administrator is available on campus from 8am until 5pm each day in Block E. She can be
contacted by phoning 965 3801 extension 60763.

Other staff will be available to support you during the year. The information office on the main campus can direct
you to the most appropriate staff members to meet your requirements.



The Application/Tenancy Agreement

Places in apartments are offered to students on fixed term Tenancies only, from one week prior to
commencement of classes, to one week after graduation each semester. The allocation of all rooms is made
prior to your arrival at Whanganui UCOL Accommodation from the information you provide on the Agreement.
Every effort will be made to place you, as far as possible, with compatible people. If the accommodation you are
allocated is not suitable, please advise the Facilities Administrator, Judy Wallis, in Block E on extension 60763.
Judy will work with you to determine which unit of accommodation best suits you.

The offer of a place at Whanganui UCOL Accommodation is for a room in an apartment and is not specific to a
particular room or apartment. Arriving early will not give you the choice of a different room. You may only move
apartment or room with the prior agreement of the Facilities Administrator.

You must complete and sign the Application/Tenancy Agreement, and UCOL must accept your application by
signing the Signature section, before you will be provided keys to your allocated room.

Signing the Application/Tenancy Agreement

Please be sure you know what you are committing to before you sign this contract.  If UCOL accepts your
application it is very difficult to cancel your Tenancy - you will have occupied a valuable space, possibly at the
expense of someone else.

We strive to provide a harmonious and caring community where tolerance, empathy and responsibility for one’s
actions foster an environment that is conducive to learning.  As such, alcohol and/or substance abuse,
harassment, intimidation or violence is unacceptable behaviour and will not be tolerated. Such behaviour may
lead to eviction.

Ultimately, we believe the diversity of cultures and interactions you may be exposed to at Whanganui UCOL
Accommodation will broaden your development and experiences.

In signing your Application/Tenancy Agreement you authorise the collection, holding and potential disclosure of
information about you. For example, when you are ill or injured, [or when required by statute] your information
may be disclosed to departments such as the New Zealand Police, Department for Courts and Department of
Corrections, Ministry of Social Development and the Accident Compensation Corporation.

Bond

The bond is the equivalent of two weeks rent and will be applied towards any damage or loss to UCOL if the
Tenant's obligations are not met, but does not cover fair wear and tear.

Upon your departure from the Whanganui UCOL Accommodation, once all accounts have been settled in full,
and rooms inspected to establish no damage or loss provisions apply, bond refunds, in full or part, will be
administered.

UCOL’s Responsibilities
= To provide and maintain the premises in a reasonable condition;
= Allow the Tenant quiet enjoyment of the premises;

= Comply with all building, health and safety standards that apply to the premises;



Comply with the guidelines set out in the Code of Practice for Pastoral Care of International Students

Provide orientation programmes that make the transition easy

Tenant’s Responsibilities

Student’s accepting a place in the accommodation agree to:

Pay all required accounts and fees by the specified due dates;
Use the premises only for Tenantable purposes;

Refrain from all forms of harassment, including offensive, unruly or threatening behaviour, or behaviour that
causes disturbance to others;

Show consideration and respect for others at all times;

Not endanger the health or safety of oneself or others [including not tampering with safety equipment and
signs];

Maintain single occupancy of the room allocated, except in the case of designated shared double rooms;

Maintain accommodation in a clean and hygienic condition [including disposal of rubbish to receptacles
provided];

Not carelessly or intentionally alter or damage UCOL's property and equipment;

Accept responsibility for any careless or intentional damage to, or loss of, UCOL property and equipment;
Accept responsibility, within reason, for the actions of visitors or guests;

Promptly report any damage or repairs requiring attention;

Not allow accommodation areas to be used for illegal purposes or activities;

Comply with the rules set out in this handbook.

At the end of the Tenancy, leave all chattels supplied with the Tenancy in place, and return all keys to the
Facilities Administrator.

Insurance

You are strongly advised to arrange insurance cover for your personal effects. UCOL cannot accept
responsibility for any loss or damage to belongings you might suffer during your stay. Information on how to
arrange insurance of your personal effects will be included in the Orientation Programme conducted on arrival.

Right of Entry

Facilities Management staff shall enter the premises only

* in an emergency; or

= with the Tenant's consent at the time of entry; or

= for repairs and maintenance from 8am to 7pm after 24 hours notice; or
= for inspection of the property from 8am to 7pm after 48 hours notice; or

= inorder to confirm continued occupancy when rent payments are in arrears



Locks & Keys

Keys will only be made available to you once you have signed the Application/Tenancy Agreement and you have
been accepted into the accommodation by UCOL.

For security, all doors are fitted with locks. Your key unlocks the shed, back door of your apartment & bedroom
door. Locks can only be changed by the Facilities Management staff.

Remember to take your key with you each time you leave the accommodation. The first after hours call out
to let you into your room because you forgot to take your key will be free, but thereafter there will be a call out
charge for each instance. The call out will be made to the security firm that manages UCOL’s premises. You will
be advised of this charge amount at orientation.

A replacement charge of $50 per key will be charged for any key that is lost or not returned on departure. Keys
are issued for the sole use of Tenants.

Do not lend your key to anyone, at any time, or under any circumstance. Report any lost key to the
Facilities Administrator immediately.

Inventory

On arrival and departure you will be asked to complete an inventory/check sheet with the Facilities Administrator.
A room and apartment inventory list will be supplied on arrival. If on departure equipment is found to be missing
or of inferior quality than that provided by UCOL, bond monies will be used to replace equipment to the same
quality provided or where necessary you will be invoiced for the difference.

UCOL provides this fully furnished accommodation with free electricity supply for your use at a cost to UCOL.
Please help us to ensure future students have the opportunity to partake in this service by respecting the
furniture and fittings, and switching off all appliances when not in use.

Accommodation Fees

All Tenants will be charged the fee negotiated at the time of acceptance from the options provided below.

The two options are set out below:
Single Room: NZ$110 per week [GST inclusive]
Double Room (Single Occupancy): NZ$120 per week [GST inclusive]

Bedroom: Every single room comes fully furnished with a single bed [double rooms have a double bed],
wardrobe, study desk, chair and a bedside cabinet.

Shared Facilities: include bathroom and shower facilities, a fully equipped kitchen including microwave and
refrigerator, a lounge with TV and DVD Player, and a laundry room equipped with a washing machine and an
extra shower.

Services: Weekly cleaning of the shared facilities is included, but each student is responsible for providing their
own bed linen, pillows, blankets or duvet, tea towels and bath towels, and for keeping their private rooms clean.
Power is supplied as a standard service in every apartment but we would appreciate your being responsible with
the use of electricity by remembering to turn off appliances when not required.



Payment of Fees

Accommodation Fees must be paid in advance. Lump sum payments made for the full year or by semester, can
be made by cheque, bank draft, cash or eftpos. If you would like to make payment in advance for the full year
you will receive a 10% discount, or payment in advance by semester will receive a 5% discount. If you wish to
pay on a weekly basis, this can only be made by automatic payment.

Please appreciate that payment on time of all due amounts, is your responsibility. The accommodation fee is
applied weekly from Friday to Thursday in advance.

To apply for accommodation at Whanganui UCOL Accommodation you will need to pay an initial deposit
equivalent of three weeks rent plus the administrative fee; this comprises a bond payment equal to two weeks
rental, plus one week’s rental in advance, plus a non-refundable administration fee of $50.00.

The deposit is either:

= Deposited as a bond and credited to your rental if you are offered and accept a place in Whanganui UCOL
Accommodation; or

= Refunded less the administration fee if you are offered a place in Whanganui UCOL Accommodation, and do
not choose to accept this offer; or

= Refunded in full [including the administrative fee] to you if you are not offered a place in a Whanganui UCOL
Accommodation.

In the event of demand for accommodation in the student apartments exceeding availability, applications will be
processed in order of receipt. Applications are date-stamped on arrival.

Guarantor and Reference

All students [even those over 20] must have an adult guarantee your obligations by signing the Guarantor section
of the Tenancy Agreement. UCOL may waive this requirement on payment by you of a sum equal to one
semester's accommodation fee in advance.  You will personally be liable for the remainder of the year's
accommodation fee.

Each applicant for accommodation must provide one reference from a responsible adult who has known you for
at least three years, and is not a member of your family. If you are an international student and find this
requirement difficult then please discuss this with your international agent or office who may be able to assist
you.

Unpaid Accounts

If overdue rent remains unpaid four weeks after due date, UCOL reserves the right to evict the Tenant from the
accommodation.

Temporary Absences

Under the Code of Practice for the Pastoral Care of International Students, we require international students to
inform the Facilities Administrator when they are going to be temporarily absent from their apartment..

No refunds of accommodation fees are given for temporary absences.



Student Management
Student Support

Staff and Tenants at Whanganui UCOL Accommodation endeavour to treat one another with respect and
confidentiality. ~ There are however, occasions when it may be necessary to contact other concerned adults
outside the accommodation, normally parents or financial guarantors.

If you are sick, or you know that another Tenant is sick, inform the Facilities Administrator so that appropriate
care can be given or arranged.

If you wish to report a disturbance, seek urgent repairs, or if there is an emergency, contact the Facilities
Administrator. After hours, Tenants should contact the Security Firm in respect of any urgent matter (details of
contact numbers will be provided at orientation).

For your own safety you are required to report all incidents, near misses and accidents to the Facilities
Administrator. Forms are available for this purpose.

Noise

It is expected that Tenants will show due consideration and respect for others at all times, including people living
or working in the neighbourhood in which the apartments are situated.

Television, stereo or radio volumes must not be at a level likely to disturb neighbours or Tenants in nearby
apartments.

If you are being disturbed by noise from another apartment, first ask for the noise to be reduced. If your request
to “please turn it down” does not produce results, contact the police without delay.

‘Quiet Time’ is from 10.00pm till 8.00am Sunday to Thursday each week, and 12.00 midnight to 8.00am on
Fridays and Saturdays. At all times, especially after Quiet Time commences, noise must be kept to a
reasonable level.

Parties

The close proximity of the apartments to each other makes them unsuitable for large parties. Small parties may

occasionally be permitted under the following conditions:

A party may only be held with the prior written agreement of the Facilities Manager in the form of:

= A Party Responsibility Form is to be signed by all Tenants of the apartment wishing to hold a party. Forms
are available from the Facilities Administrator.

= The Party Responsibility Form must be returned to the Facilities Administrator at least 48 hours before the

proposed party date.

Any party or gathering is limited to 15 guests per apartment.

Food must be served to lessen the effects of any alcohol.

A responsible person should remain sober in case of any emergency arising.

A party must close down completely, with all guests gone by Quiet Time.

The party hosts must undertake to remove bottles, cans and other rubbish after a party and, if necessary,

clean up any other resulting mess.

= No parties are allowed prior to, or during exams.

Tenants holding a party will be held responsible for the actions of their guests whether or not the guests
are known to them, or invited by them. Any infringement of the above will lead to instant party closure.

Your wish to hold a party does not take precedence over the rights of other Tenants to study, sleep or relax in
peace.



Smoking

Whanganui UCOL Accommodation is a TOTALLY NON-SMOKING ENVIRONMENT with smoking not
permitted anywhere in the buildings, including your room.

Harassment

Any form of sexual harassment of Tenants or staff is a serious offence and will result in disciplinary
action being taken.  Sexual harassment is any suggestive behaviour with, or without direct sexual
connotations, which the person receiving considers offensive or unwanted.

Racial harassment includes language [written or spoken] or visual material or physical behaviour that:

= expresses hostility against, or brings into contempt or ridicule, any other person on the grounds of colour,
race or ethnic or national origins of that person, and

= s hurtful or offensive to that person, whether or not that is conveyed to the person complained about, and is
either repeated, or of such a significant nature that it has a detrimental effect on that other person.

Causing racial disharmony includes:

= publishing or distributing written, visual or electronic material which is threatening, abusive or insulting;
= using words which are threatening, abusive or insulting.

This is not permitted at Whanganui UCOL Accommodation and such behaviour may lead to your
eviction.

Complaints and Appeals

Complaints and disputes regarding accommodation should be referred to the Facilities Site Manager or
Administrator for resolution.

All efforts will be made to resolve complaints immediately and keep parties informed of the action taken. If
problems remain unresolved, contact Student Support Services for further assistance.

Tenants are welcome to contact a Students’ Association representative for support and advice at any stage in
the complaint resolution process.

Appeals relating to a change in circumstances should be addressed firstly to the Facilities Administrator.
Escalation flow charts are contained in the Flat Reference Book and should be followed.

Life in the Apartments

Each student has a private bedroom with divan bed [with drawers underneath], wardrobe, study desk, chair and
bedside table. Kitchen, dining room, lounge, bathroom and laundry facilities are provided for each apartment.

A public telephone kiosk is located in the car park area.

Students have access to extended hours use of the computer laboratories on campus so computer services are
not provided in the accommodation.

House Rules
Alcohol

1. At Whanganui UCOL Accommodation we promote and enforce a sensible and responsible attitude towards
alcohol and its use.
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You are not permitted to walk around in public areas with your alcoholic drink.  Alcohol in an opened
container outside your apartment will be confiscated.

Intoxicated guests are not permitted on the Whanganui UCOL Accommodation premises.

Alcohol brought into Whanganui UCOL Accommodation premises in amounts considered excessive, or at
a time considered inappropriate, will be confiscated.

Housekeeping

5.

You must keep your own room clean, tidy and free of rubbish, and be prepared to work together with your
flat-mates to maintain the communal areas of your apartment to a high standard at all times.

We strongly recommend that a daily cleaning roster be organised as soon as everyone has arrived in the
apartment.  Though weekly cleaning of common areas is included in both pricing options, it is important to
remove rubbish daily.

Behaviour

7.

10.

Don't expect your apartment to run smoothly all year. |f problems arise, it is important that you call an
apartment meeting and discuss them together. If problems continue, try asking the Facilities Administrator
to mediate at an apartment meeting.

Any behaviour that results in the need for replacement, repair or cleaning is a breach of the
Accommodation rules. The cost of replacing, repairing any damage of accommodation property for which
no-one acknowledges responsibility will result in a cost to all Tenants. It is, therefore, in the interests of all
Tenants that the Tenant who damages communal property is encouraged to accept responsibility for their
actions.

You will be expected to pay for the costs of cleaning, repairing or repainting your room if it is not left in the
same condition it was at the beginning of the year, with the exception of fair wear and tear.

You are responsible for the behaviour of your guests from the moment they enter the apartment. You will
be charged for any damage caused by your guests.

Cleaning & Maintenance

1.

12.

Vacuum cleaners are provided in each block. Room checks will be conducted from time to time. If an
unsatisfactory standard is found, and you cannot rectify this within an appropriate time, arrangements will
be made to have your room cleaned at your expense.

You are encouraged to make your apartment your home, but please do not paint or redecorate your room
or apartment, or attach anything to any surface which will result in marking or damage. Only blue-tack
may be used to attach things to the walls. There is a pin-board in each bedroom for your use. The cost
of repairing any damage will be charged to you directly.

Restricted Items & Behaviours

13.

14.

15.

16.

The use or possession of any illegal substance [including marijuana] is strictly prohibited. Any such
use or possession is viewed by UCOL as grounds for eviction and will be reported to the Police.

Firearms or weapons of any sort are not permitted on the premises and if found will be confiscated and
reported to the Police. As such possession is strictly prohibited any such use or possession is viewed
as grounds for eviction.

Fireworks, candles and incense may not be lit within the Whanganui UCOL Accommodation grounds or
buildings at any time.

Any electrical appliances you bring to your apartment MUST have a current safety inspection certificate -
[NZ appliances use 240V].
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Security

Whanganui UCOL Accommodation is an open community environment. Random night-time security patrols
provide some coverage, as does security lighting. However, to ensure the safety and security of yourself and
your flat-mates:

Keep your room locked at all times

Ensure all doors are locked and secure when leaving your apartment

Ensure your external doors are locked at night

Do not lend your room key to anyone

Verify the ID of any unexpected visitor or tradesperson. Advise the Facilities Administrator of any
suspicious visitor(s).

Unfortunately thefts are inevitable if you do not secure your flats. Please ensure your flat-mates follow these
instructions at all times.

Telephones & Internet Access

Students can arrange to have telephones installed in their rooms at their own cost. Costs include a monthly
rental of around $40, local calls are free.

Guests
Your apartment is your home and your guests are welcome provided:

= you obtain prior agreement from your flat-mates;
= guests are sober, quiet and well-mannered, and obey the apartment rules;
= they behave responsibly while on the premises and leave quietly when they depart.

You are personally responsible for your guests’ safety and behaviour while they are visiting.

Mail
All apartments have a mailing address and you will be advised of this by the Facilities Administrator on arrival as
part of your orientation. Please check your mail box regularly.

Parcels, however, should be sent to UCOL’s main office at 16 Rutland Street, Wanganui for safekeeping, and
can be collected during office hours by the person to whom they are addressed.

When you leave the Accommodation, please let your family and friends know your new address and leave a
forwarding address with the Information Centre.

Television, DVD Player and Microwave Oven

In order to promote the benefits of communal living and support the “family life’ concept of Whanganui UCOL
Accommodation, a television and DVD Player is provided in each apartment’s lounge, and a Microwave in each
kitchen.
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Personal Property Storage

Students returning home for the summer break often need somewhere to store their belongings before returning
the following year to continue their studies.

A number of storage options are available from a local firm at a reasonable cost. Arranging such storage is your
own responsibility and is at your own expense. Contact details are:

Self-Storage Wanganui Limited
95 Wilson Street, Wanganui
Phone/Fax: (06) 348 4770

UCOL is not able to provide storage facilities either on-site at the Accommodation or on the campus so you need
to arrange your own storage prior to leaving during holiday periods.

Bicycle Storage

Bicycles may only be kept in the bike sheds. Bicycles MUST NOT be kept inside the apartment, stairwells
or common areas, or outside the entrance to the apartments.

Repairs & Maintenance

Please inform the Facilities Administrator of any items that require repair or maintenance by filling out a ‘Repairs
and Maintenance Request Form’ which is available from the Information Centre. If an urgent request has not
been actioned within 24 hours, you should contact them again.

Rubbish

Please make sure your apartment’s rubbish is in a sealed bag and put on the roadside kerb each Tuesday
morning with a pink or yellow sticker attached. These stickers can be bought from your local supermarket or
dairy. Failure to dispose of your rubbish correctly will result in UCOL charging you to dispose of it for you.

The maintenance of the grounds and accommodation units is the responsibility of UCOL. Please help to keep
the grounds tidy by removing your rubbish and not dropping, or allowing your visitors to drop cigarette butts or
other litter in the apartment grounds or street frontage.

Laundry

All apartments are equipped with their own washing machines.

Health & Safety

Emergency Evacuation
In the event of you discovering a fire, dial 111, and sound the nearest fire alarm.

Fire evacuation procedure notices are displayed in every apartment, drills for Tenants are conducted and
instruction on the emergency fire procedures is part of the Orientation Programme. However, all Tenants have a
responsibility to make sure they know the location of fire extinguishers, fire exits and the assembly areas to
ensure the efficient evacuation of the building in the event of a fire.

Please make sure you have read and understood the evacuation procedures within 24 hours of your
arrival.
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It is compulsory for all Tenants to attend safety training drills.

Any malicious or false sounding of the alarm resulting in turnouts by the New Zealand Fire Service are charged
for at $1,000 plus GST. This cost will be charged on to you if you are found to be responsible for such a turnout.

It is a legal requirement that the apartment and fire exit stop doors are kept unblocked and closed at all times. It
is illegal to prop such doors open. The doors at the bottom of the stairwells that lead to the lounge area are
smoke stop doors. If these doors are left open and a fire results in damage to the upstairs areas you may be
liable for the payment of UCOL’s insurance excess.

Smoke Alarms

Smoke alarms are fitted in stairwells and entry lobbies.

Other Matters

Free Bus Service

All Whanganui UCOL students can access free bus travel within the City of Wanganui. They are able to use any
of the City bus services at any time, on any route, and on any day of the week by simply showing their current
Student ID card to the bus driver.

There is a free bus service provided for UCOL students to Palmerston North and return each day. Please
enquire at the information centre if you are interested in using this service.

Pets

No pets are allowed at the Whanganui UCOL Accommodation.
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Physical Address

Block 1 - 276 Wicksteed Street, Wanganui
Block 2 — 73 Dublin Street, Wanganui
Block 3 — 53 Campbell Street, Wanganui

Contact Numbers

Telephone Number Extension Cell phone
Emergency:
Fire, Ambulance or Police 111
Facilities Management Office:
- Site Manager 965 3800 60808 029 246 2071
- Administrator 60763 021 241 0053
Counsellor/Pastoral Care 965 3800 60811
Main Office/Enrolments 965 3800
Principal’s Office 965 3800 60810
After Hours Services > > 027 445 7882

There will be a charge for the second
and subsequent call outs unless there
is a security problem.
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