Tenant Handbook
Welcome
Welcome to your new rental! This Tenant Handbook provides important information about your residence, property policies, and available services. Please review it carefully and keep it for your reference throughout your tenancy.
1. Contact Information

Crawley Properties
Office Phone: 506-658-8976
Email:  info@crawleyproperties.ca
Emergency Maintenance Line (afterhours and weekends):  506-658-8976     
Office Hours: Monday – Friday  9am to 5 pm
2. Move-In Information

Move-In Checklist:
- Complete and return the Unit Condition Report within 48 hours.  Provide LINK here.
- Submit any initial maintenance concerns
- Review rent payment instructions
- Set up utilities (if required)

3. Rent & Payment Policies
Rent Due Date:  1st of month
Accepted Payment Methods:  
- Pre-authorized debit (Burlington Flats only at this time)
- E-transfer.   Please include the Address and unit # on the description of your etransfer.
- Cheque/money order
Late Fees:   Applicable after 3rd day of month if rent payment in full has not been received.   Please contact us if you will be paying later than the first of the month.   Failure to communicate can result in a Notice to Vacate being served.

There are fees for additional services not included in your monthly rent.  This includes services such as lockkouts, plunging toilets, key replacements etc., For a full list see here.   (LINK HERE TO ADDITIONAL FEES and SERVICES CHARGES DOCUMENT)



4. Maintenance & Repairs
How to Submit a Request:
- Website maintenance form (link here)
- Email: info@crawelyproperties.ca
- Phone: 506-658-8976
Please be a advised that requests are prioritized.   Turnaround time will be dependent on the number of requests, priority of request and availability of maintenance team members.  Please note during that last week of month maintenance teams are focused on preparing units for occupancy.

Emergency Maintenance Examples:
- No heat during winter months
- Flooding/water damage from burst pipes
- Fire/smoke damage
- Electrical hazards (sparking, burning smell, melting issues)

Tenant Responsibilities:
- Replacing light bulbs and fuses.
- Replacing smoke detector batteries (unless hardwired)
- Keeping unit clean and safe.  Taking garbage out to dumpster.
- Reporting maintenance issues promptly
5. Health & Safety

- Pest prevention.   Avoid bringing used furniture into units that may have bed bugs.   Dispose of garbage promptly.  Do not leave food out.  Store opened food items securely. Keep kitchen and under sink areas clean. Report any sightings of pests that are of concern to management. 
-Mildew prevention.  Use bathroom fan when showering and avoid long duration showers.  Use range hood fan when boiling items on stove.  Open windows periodically for short periods to allow moisture to leave the unit.  Do not dry wet laundry in the unit on racks or on furniture. Avoid storage of boxes and furniture directly on the exterior walls – space is needed for air to circulate.  Maintain comfortable room temperature.   For units with excess humidity a dehumidifier should be used. Contact us if this is a concern.

- Fire prevention. – Avoid use of candles.   Watch items on stove and in microwave.  Do not cook with grease.  Ensure smoke alarm is in working order.   Avoid use of space heaters.  Avoid placing furniture and curtains on or close to electric heaters.
- Plumbing issues -  Do not dispose of food, oil or grease down drains.   Purchase and use a bathroom plunger.   Avoid storing toiletries on toilet tank.   Clean hair out of bathroom drains periodically.   Cat litter goes in the garbage.   Do not leave windows open when outside temperature is at or below freezing.   Be mindul of overflows in bathrooms from bathub and toilet – these will affect your neighbours below you!
6. Building Rules & Policies
Noise:
- Quiet hours:   11 pm – 7 am weekdays
		12 pm – 8 am weekends
Smoking:
- Smoking is not permitted inside units or common areas of buildings
-No smoking withing 9 meters of building entrances.  Please use smoking receptacles for disposal of butts.

Pets:
-  Fixed Cats allowed.  No dogs except for Burlington Flats property.
- Pet agreement required.  Clean up after your pet.   Maintain clean litter boxes to avoid odors.   Treat your cat for fleas.


Parking:
- No assigned parking except for Burlington Flats property.
- Maximum 2 vehicles per unit
- Abandoned/derelict vehicles will be towed.   

Garbage & Recycling:
- Disposal locations: Exterior dumpsters on property
- Collection schedule: weekly 

Balconies/Patios:
- No hanging laundry
- No large item storage
- No BBQs

7. Appliances

Please contact us for issues with appliances.   Our maintenance staff can troubleshoot some issues.  For those service issues require that require a service call from a 3rd party technician the timeline can vary.    
Laundry:
· Do not overload machines

Only those units that have washer dryer hookups installed by landlord can have washers / dryers.  Tenants are not to be attempting to install washers/dryers in units that are not equipped with laundry hookups.   The electrical/ plumbing setup  is not sufficient for the safe operation of these appliances. 

Dishwashers:
· Rinse items before placing in dishwasher.  Check for leaks periodically.
 8. Communication  

Please be respectful when communicating with our staff.  We work hard to accommodate 500 plus tenants and their needs. This includes email communication.   We will not tolerate profanity, aggressiveness, harassment or threats and will disconnect and/or block the caller (repeat offenders).
Only those tenants listed on the lease are the authorized persons that we will communicate with.
 Property notices may be delivered by:
- Email
- Tenant portal (Burlington Flats only)
- Paper notice on door
- Building entry door or foyer wall.
9. Move-Out Procedures
Notice Required:
- Standard notice period:  Either one month or three month notice period before end of lease period depending on type of lease.    Tenants either have a month to month lease or a year lease that automatically renews annually.   Link here to SNB website.   Check with us if you are unsure of notice period required for your tenancy.

Rent must be paid for final month.  The security deposit cannot be used for final month payment.

Move-Out Checklist:
- Clean unit (floors, walls, appliances, bathrooms).  A cleaning checklist is available.   LINK HERE>
- Remove garbage and belongings
- Return all keys/fobs/parking passes.  Either leave on kitchen counter or put in freezer compartment of fridge.
- Advise management when your moveout is complete so they can inspect unit and prepare for next tenant.

Damage & Deposit:
- The most common reasons a claim is made on a deposit include
	Failure to give proper moving notice
	Not paying last month of rent.
	Failure to thoroughly clean unit.  This includes appliances – especially stove burners and oven.
	Damage to floors, walls and countertops.  Precautions such as use of felt pads on furniture legs usine cutting boards and avoiding placing hot pots and pans directly on countertops  to prevent damage.  Do not attempt to repair holes in walls – in most cases this has to be redone by our maintenance team.
- Timeline for deposit return is dependent on SNB and whether a claim has been made on the deposit.   Link here to SNB page to request return of SD.

10. Tenant Acknowledgement
I/We acknowledge that we have received, read, and understand the Tenant Handbook for:
Property Address:
Tenant Name(s):
Signature:
Date:
