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Welcome to your new home! 
 
This guide gives you important information on the finishes and appliances in your home 

and what to do if something goes wrong or doesn’t work. 

 

Please refer to this guide first when something goes wrong before reporting any problems. 

This may help you quickly resolve the matter yourself. If you are unsure of what to report 

as a defect, please read through pages 6 to 9 – Reporting Defects. 

 

When you move into your new home you will be given various leaflets supplied by the 

manufacturers and installers of the equipment in your home. Please keep all this 

information in a safe place, together with this handbook so that you can refer to it in the 

future. 

 

Please note that no repairs or other works within or to your home should be carried out 

without the knowledge and prior approval of Iceni Homes. 

 

We wish you all the best in your new home from everyone at Iceni Homes and EJ Taylor & 

Sons Limited 

 

Nothing in this document can be construed or implied as a warranty. Your rights under the 
Premier warranty are not affected. EJ Taylor & Sons Ltd cannot be held responsible for 
problems which may arise as a result of any owner/occupier failing to uphold the 
recommendations offered here. 
 

To contact Iceni Homes please call the  
main contact number 

 
01284 723834 
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Locating equipment 
 

When you move into your new home you may need to find some items immediately. These 

notes will help you familiarize yourself with the various items of equipment and where they are 

situated. 

 

 Item Location  

1. Water main stop valve Under kitchen sink   

2 .  W a te r  m e t e r  In front garden 

 

3. Electricity fuse board 
Under stairs 

cupboard 

 

 

4. 
 
Electricity meter (White box) 

 

Outside to the side 

of the property 

 

 

 

5. 

 
 
Gas meter & on/off valve (Brown 
box) 

 

 

Front garden 

 

 

 

 

6. 

 
 
 
Heating programmer 

 

 

 

Hall 

 

 

 

 

 

7. 

 
 
 
 
Central heating boiler 

 

 

 

 

Kitchen Cupboard 
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8. 

 
 
 
 
Room temperature thermostat 

 

 

 

 

Hall 

 

 

 

Note to residents: Please use the section below if you would like to record 
meter details for your own record 

 Electric Gas Water 

Meter serial number    
Reading at start of occupation    

 

Initial utilities contact information  

You need to contact the existing utility suppliers (for example electricity, gas) and advise 
them that you are now responsible for the bills. The numbers are detailed below. 
 
It is your responsibility to make sure that you arrange this. You will be responsible 
for any bills related to your home from the date you became the resident 

 
Gas supply 
The initial gas supplier for this development was E.ON and can be contacted 
on: 

Gas Emergency 0345 300 0309 
Customer Services 0345 303 3020 
 

Telephone / Cable line 
New properties are fitted with ducts, phone sockets and draw-wire, ready for 
British Telecom or another phone supplier to fit your new phone line. British 
Telecom can be contacted on: 

Customer Services 0800 800 150 
 

Water supply 
The initial water supplier for this development was Essex & Suffolk Water and 
can be contacted on: 

Customer Services 0345 782 0111  
Electricity supply 
The initial supplier for electricity for this development was E.ON and can be 
contacted on: 

Electric Emergency 0345 300 0309 
Customer Services 0345 052 0000 
 

Council Tax 
Please call Maldon District Council 01621 854477 or visit www.maldon.gov.uk  
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Refuse arrangements 

Maldon District Council has allocated refuse bins to your property as 
follows: 
 
Grey Bin - Non-recyclable/non combustible material  
Sacks, small Green and Blue Bin- Recyclable material 
Large Green Bin- Garden waste 
 

(you are advised to put your bin out by 6am on the morning of collection) 

 

What can I recycle? 

Please refer to the Waste and Recycling Collection Calendar below from Maldon 

District Council. 

Protect your identity! 
Shred any information containing your personal details/address etc 

Your collection calendar as supplied by Maldon District Council is within your pack, if in 

doubt call Maldon District Council 01621 854477 or visit www.maldon.gov.uk 

 

 
Waste calendar in Appendices 
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Reporting defects  

Rented homes  
At Iceni Homes we take customer care seriously. Following 

the completion of your home, the building contractor is 

responsible for any defects with the building design or 

workmanship which arise during the first year from build 

completion. 

 

In order to help resolve and monitor defects please report any problems to the Iceni 

Homes Customer Contact Centre  

on 

01284 33 3375 
 
At the end of the defects period you will be contacted by the building contractor to arrange 

an inspection of your home to establish any defects that require rectification. 

 

Before you contact us, do check that the fault is a genuine defect by referring to the 

following common problems. Please be aware that there may be an abortive charge if the 

call out is deemed not to be a defect. 

 

Common Electrical Problems 

Loss of power and/or tripping of fuses 
 

If your miniature circuit breaker (MCB) has tripped it is likely to be one of the following 
faults: 

1) If you have a pre-paid meter, please make sure it has sufficient credit. 
 

2) Check the consumer unit (which can be found in the under stairs cupboard) and 
note which MCB has tripped to the ‘off’ position. 
 

3) Return it to the ‘on’ position and power should be restored. If it continues to trip you 
have a fault in that circuit 
 

4) If this happens, read which circuit is affected. If it is the lights circuit which 
repeatedly trips and you are in a rented home please report it to Iceni Homes 
Customer Contact Centre on 01284 33 3375. (Please note a light bulb blowing will 
usually cause the MCB to trip. You can re-set it quite safely and replace the light 
bulb. This is not a fault).  
 

5) If the circuit serving the power sockets repeatedly trips this is usually the result of a 
minor fault with an electrical appliance. 
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6) To identify a possible faulty appliance, unplug all appliances and reset the MCB. 
Plug in and switch on the appliances one at a time until the MBC trips. 

 

Common Heating Problems 
Loss of heating 

1) If you have a pre-paid meter, please make sure it has sufficient credit. 
 

2) If the heating is not working: 

¶ Firstly turn up the room thermostat and radiator thermostats to a higher setting 
 

¶ Make sure the programmer time clock is set to the correct time of day. 
 

¶ Set the programmer to constant, continuous or 24 hour (dependent on your type 
of programmer). 

 

¶ Once you have completed the above, the system should start up within ten 
minutes. If you live in a rented home and it doesn’t start up, report this as a fault 
to Iceni Homes Customer Contact Centre on 01284 333375. Instructions on setting 
your programmer are contained in your user guide. 
 

Loss of hot water 
1) If you have a pre-paid meter, please make sure it has sufficient credit. 

 

2) If you have no hot water see below “My Hot Water System isn’t working”. 

 

Frequently asked questions: 

Q – My hot water system isn’t working 

A – Check that the spur electrical switch for the programmer is not turned off. 

Check the time clock is set to run and the spur for the immersion heater has 

not been turned off if your hot water is only electric. 

 

Q – How do I unblock my toilet 

A – The most common causes is due to the excessive use of toilet tissue, or placing items 

not suited to being flushed through the system. Use a bucket of water to flush down to 

force through the blockage. Buy a plunger which are available at most hardware stores to 

dislodge the blockage. If this fails to resolve the issue please contact Iceni Homes 

Customer Care. 

 

Q – How do I unblock my sink 

A – Prevention is better than cure. Avoid putting fat down the sink, as this solidifies when 

cold. Tea leaves and food can cause blockages. It is best to place fat etc into an empty 

carton and put in the dustbin. If your sink does become blocked try using a flexible rod 

down the plug hole, or use a suction cap to force water up and down the pipe. If your sink 

has an overflow, block this up with a rag. As a last resort empty the sink by hand and then 

pour boiling water and soda crystals down the pipe. Periodic use of boiling water and soda 

crystals can help to keep drain pipes clear. 
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Q – My lights aren’t working 

A – Check the bulb by removing and refer to the information on the bulb as it will tell you 

which bulb you will need to purchase. If you have replaced the bulb and the light is still not 

working please call Iceni Homes customer Care. 

 

Q – Waste water enters my washing machine 

A – When connecting your machine to the waste pipe make sure the waste pipe is higher 

than the waste connection. This is easily done by putting an upward bend in the waste 

pipe. 

 

Q – My paintwork looks dull 

A – New wood work naturally absorbs a high quantity of paint, so the first painting may not 

give a satisfactory finish as later painting. Your internal walls have been painted with a 

light coat; this will allow moisture to work itself out. After 12 months the walls will be dry 

enough for re-decoration. Please do not decorate until after 12 months to allow walls to dry 

out and any cracks filled in at the end of the defects period. 

When you decorate, any small shrinkage cracks in the plasterwork can be filled and made 

good. 

 

Q – What shall I use to keep my bathroom and kitchen clean 

A – Use only recommended cleaning products for baths, showers etc. Special care will be 

needed when cleaning plastic surfaces. Try to avoid gritty scouring powders; these can 

scratch surfaces. 

 

For more information please refer to the Looking after your new Home section pages 14 

- 17 
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Development details 
 

Site background 

Iceni Homes employed a local building contractor, EJ Taylor &Sons Limited, to provide a 
new build development of 13 individual properties following being granted planning 
permission in 2017. All properties are of a traditional construction on raft foundations 
backed by a 12 year warranty by Premier Guarantee.  
 
With associated drainage, external works, roads, parking, landscaping, and external 
services 

 

Architecture 

Post planning design of the scheme was by: EJ Taylor & Sons Limited 

 

Useful contacts 

Local authority 

Maldon District Council 
Tel: 01621 854477  or visit 
www.maldon.gov.uk 
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Local Amenities 
 
Doctors 

Address; 1 The Drive, 
Mayland , Chelmsford, Essex, CM3 6AB  
 
Tel; 01621745400 
 

Address; Tillingham Medical Centre  
61 South Street, Tillingham, CM0 7TH  
 
Tel; 01621 778383 
 

 

 

Dentist 
 

Address; 129 High Street, Maldon, Essex, CM9 
5BS 

Tel; 01245 322277 

Address; 2 Station Road, Burnham-on-Crouch, 

Essex, CM0 8BG 

 
Tel; 01621 783065 

 
 

Schools  
 

 

 
 

 

 
 

Latchingdon Church of England Primary School 
Address; The Street 
Latchingdon, Chelmsford, CM3 6JS 
 
Tel; 01621851888 
 

Orminston Rivers Academy Secondary School 
Southminster Road, Burnham-on-Crouch, CM0 
8QB 
 
Tel; 01621782377 

 

 

 

http://maps.google.com/?saddr=Current%20Location&daddr=%20Tillingham%20Medical%20Centre61%20South%20StreetTillinghamCM0%207THCM0%207TH
http://maps.google.com/?saddr=Current%20Location&daddr=%20Tillingham%20Medical%20Centre61%20South%20StreetTillinghamCM0%207THCM0%207TH
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Looking after your new home 

 Introduction 

 

Today’s new homes include a great many improvements in 

construction that have been introduced over the years, but 

your new home still needs to be run-in gently for the first few months. This is because 

bricks, timber, plaster and other materials generally absorb water during construction. 

 

As the home is lived in and heated it dries out. As it dries out, the wood and plaster in 

particular may shrink, causing small cracks to appear. These cracks are not structurally 

important and are covered in the normal process of redecoration. Because cracks are 

inevitable the builders are not obliged to rectify them unless they are larger than 3mm in 

width. 

 

New buildings often take a long time before they are fully dried out. While this is 

happening they need heat and extra ventilation. During the first winter of occupation 

most houses and flats require gentle heat over more hours than they may need in 

subsequent winters. Allowance should be made for this. The builder will repair any very 

large cracks caused by this process at the end of the defects period. If at all possible, try 

to avoid any decorating during the first year, especially using wallpaper as it is very 

difficult to assess the extent of any cracking if the walls have been papered over, for 

example. The external walls have been thermally designed to reduce the ingression of 

condensation. 

 

CARE MUST BE TAKEN NOT TO PUNCTURE THE EXTERNAL WALLS 
 

Minimize cracking 

By taking the following steps you should be able to reduce occurrence of cracking due to 

shrinkage: 

1) Avoid large temperature differences during the day by setting your heating controls at 

a comfortably low level for longer periods (instead of shorter periods on a higher 

heat). This allows your home to gradually warm up 

2) Check to ensure all your trickle vents (ventilation slots in your windows) are open 24 

hours a day. This allows gradual, gentle ventilation 

3) Encourage ventilation by opening windows and internal doors whenever you 

reasonably can 

4) Keep kitchen and bathroom doors closed when cooking or washing as these 

activities create a lot of water vapor which should not be allowed to spread to other 

rooms in your house. Ensure that the extractor fans are on when you wash or cook 

and open a window where appropriate 
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Preventing condensation 

 

Condensation is steam or water vapor that turns into water by condensing on cold 

surfaces, and, next to shrinkage, is often the most common problem in new homes. It can 

damage clothes, bedding, floor coverings, decorations and the home itself if mold growth 

takes hold on walls and ceilings. Homes that are heated and ventilated intermittently are 

more likely to suffer condensation problems than those that are well ventilated and gently 

heated. The moisture in the air comes from a number of sources within the house – water 

vapor is produced in relatively large quantities from normal day to day activities such as 

washing and drying clothes, personal washing and cooking 

To help deal with condensation you should take the following steps: 
 

1) Produce Less Moisture:   
Ordinary daily activities produce a lot of moisture. Be conscious of minimizing the 

amount of moisture you produce when for example boiling kettles, running baths, and 

cooking. 

¶ Use lids on all pans when cooking (this saves fuel too) 

¶ If possible, dry clothes outside or in a cool area of the premises – this latter 

suggestion may sound strange but less moisture will be held in the air at any one 

time 

¶ Do not use paraffin heaters (they produce a lot of water vapor) 

¶ Wipe up wet surfaces after use e.g. bathroom tiles, kitchen worktops and sinks. 

 

2) Ventilate to Remove Moisture  

You can ventilate your home without making draughts. Some ventilation is needed to 

get rid of the moisture that is produced all the time. Keep your trickle vents or passive 

ventilation open 24 hours a day. Consider having a window ajar when someone is in 

the room. 

 

You need much more ventilation in the kitchen during cooking and in the bathroom when 

bathing or taking a shower, so you should open a nearby window or, if you have 

mechanical ventilation, switch on the ‘boost’ function. Close the kitchen and bathroom 

doors when these rooms are in use. This stops the moisture reaching other rooms, 

especially the bedrooms that are often colder and more likely to suffer from 

condensation. 

Cupboards and wardrobes can be ventilated by opening and closing doors to circulate 

the air. Avoid putting too many things in them as this can stop the air circulation. Leave 

a space between the back of the furniture and walls and if possible do not position 

wardrobes, beds and large pieces of furniture touching external walls. 

 

¶ While drying clothes indoors, ventilate the room. 
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¶ After a bath or shower, try to ventilate the room to the outside, not to the rest of 

the home – opening a window (and closing the door) and/or using the extractor 

fan will help. 

¶ Make sure the extractor fans or passive ventilation is operative. Extractor fans 

often have an air-moisture switch so that they operate automatically while the 

moisture in the air is above a set amount. 

 

Efflorescence 

 
This is another sign of drying out that may appear as white deposits on outside walls. This 
is caused by salts coming out of the wall materials. On external walls 
the efflorescence will eventually disappear. This should not occur on 
internal walls.  
 
 

Environmental design features  

 

Design strategy 
The scheme has taken a ‘fabric first’ approach to the design, whereby the low U-values 

achieved by the external walls, floor, roof, windows and doors positively contribute to the 

energy performance of the houses. In order to meet the environmental standards required 

for Level 4 for the Code for Sustainable Homes, the thermal performance of the building 

envelope has been augmented by photovoltaic cells on the roof. 

 

Special features 
 

Boiler  

Your house also contains a high efficiency condensing boiler which reduces energy 

consumption and is economical to run. 

 

Lighting  

Low energy light fittings, in line with CfSH have been installed throughout 
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Finishes, fixtures and fittings 
 

Kitchen  

Supplied by Howdens 

Units Greenwich Range 

Worktops 
38mm Bullnose Laminate Dark 
Granite effect 

Bathroom  

Tiling 150 x 150mm Ceramic wall tiles 

Doors  

Internal 
Howdens wood grain white 
panel 

External front Drayton Windows white UPVC 

External Back Drayton Windows white UPVC 

Windows  

External  Drayton Windows White UPVC 

Floor coverings  

Kitchen 
Polyflor forest vinyl – European 
Oak 

Bathroom 
Polyflor forest vinyl – European 
Oak 

Walls & Ceilings  

Walls White matt emulsion 

Ceiling Brilliant White matt emulsion 

Woodwork Satin white 

 
 

General cleaning 
Painted surfaces can be washed down with a solution of warm water and mild detergent. 

Avoid excessive water and abrasive materials which may scuff the surface. The walls will 

require redecorating at the appropriate frequency for conventional internal wall surfaces. 

New woodwork absorbs a lot of paint or stain so the first coat of paint may not give as 

good finish as later coats of paint. Always remember to prepare the surface properly – 

never paint on wet wood. Try not to paint hinges on doors or windows as this prevents 

them from working efficiently. 

 

 

Ceramic tiles 

Ceramic tiles do not require polish as they come with natural glaze or matt finish. Wash by 

hand with a solution of mild detergent and warm water and polish with a dry cloth. Avoid 

abrasive cleaning products which may scuff the surface finish of the tile. Dingy grout 
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between tiles can be brightened by scrubbing with hot suds, then apply a diluted solution 

of chlorine bleach. Repeat the procedure keeping tiles wet for 5 minutes. 

 

Flooring 

¶ Remove surface dust by either sweeping or vacuum. 

¶ If soiled, apply a solution of neutral cleaner, diluted to the manufacturer’s 

recommendations and spray over the area to be cleaned. 

¶ Pick-up the solution with a clean mop. 

 

Window Cleaning 

¶ Internally, this can be done with a propriety window cleaner. 

¶ Externally should be cleaned from the ground by a professional & experienced 

company (except on ground floor). 

 

Building construction 

¶ Partition walls – Metal Frame 

¶ Party walls (between homes) – Blockwork and plaster board 

¶ External walls – Brick and block wall 

¶ Floors –Reinforced concrete to ground floor with insulation and screed 

¶ Floors- 1st floor timber cassette floors 

¶ Ceilings - Plasterboard with plaster skim 

 

Appliances, electrical systems, specifications 
and user instructions  
 

Safety, security and comfort 
For your safety mains operated smoke and heat detectors are fitted in your home. The 

detector units are fitted with a rechargeable battery to ensure continuity of operation in the 

event of power failure. When the life of the battery is nearing its end an intermittent 

warning beep will sound. Please make sure that the unit is replaced with a new one 

immediately 

 

A carbon monoxide detector is provided in your kitchen and is fitted with a battery backup.  

 

Smoke Alarms 
Alco Ei141RC Smoke 

alarm comes with 230 AC 

mains with replaceable 

Alkaline batteries   

Heat detector 
Alco Ei144RC. 230 V AC 

mains operated and 

replaceable Alkaline 

Batteries  

Carbon Monoxide Alarm 
The Ei225EN. 2340V AC 

mains power 
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Space and water heating – Refer to Sections 1 & 2 
 
Gas boiler Worcester Bosch Greenstar i System Condensing 

Radiators Stelrad Elite 

Room thermostats Honeywell CM707 

 

Lighting  

Internal Light fittings  All rooms have light fittings with low energy lamps 

 

Sanitary Ware 
 

Bathroom   

W.C 
Eclipse close 

coupled WC pan 

 

Wash Hand Basin 
Eclipse 550mm 

Basin 

 

Taps 
Simplicity lever 

basin taps 

 

Bath 
Spartan 1700 x 

700mm Bath 

 

Shower Mixer 
Simplicity lever 

bath/shower tap 

 

Cloakroom   

W.C 
Eclipse close 

coupled WC pan 

 

Wash Hand Basin 
Eclipse 500mm 

Basin 
 

Taps 
Simplicity lever 

basin taps 
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Utilities 

Electricity services 

On moving into your new home you will need to set up an account with your preferred 

supplier. Details of the initial supplier are in the Initial utilities contact information 

section of this manual. 

 

Residents are responsible for utilities payments from the date of  

completion/commencement of the tenancy agreement. 

 

Supply and distribution 

The electricity supply enters your home through the electricity meter, located in the meter 

cupboard outside the property. The meter and the cable leading to it belong to the 

electricity company and should not be tampered with in any way. 

 

The wires leading from the meter go first to the Consumer Control Unit (CCU), which you 

will find located in your entrance hall under the stairs. The CCU contains the main on/off 

switch and a number of Miniature Circuit Breakers (MCBs) which protect individual circuits. 

Each MCB is labelled to show which circuit it protects e.g. power, lighting, water heater, 

etc. MCBs have different current ratings suitable for their type of circuit; a cooker circuit will 

require 32 amps, but a lighting circuit only 6 amps. 

 

Circuit breakers have largely replaced the old fuses but operate in much the same way 

with the advantage that they are much easier to reset by just flicking the switch back to the 

on position. Circuit breakers are generally more sensitive than fuses and may well trip out 

when a light bulb fails or if you are using an appliance with an electrical fault or a faulty 

plug. You do not have to replace any fuse wire or fuses. In the first instance try turning the 

relevant MCB back on. If it will not re-set then it will be necessary to find the fault. 

 

Troubleshooting 

The electrical installation in your new home has been fully tested and should be trouble-

free for many years. However, in case there is a problem we include some suggestions as 

to how to deal with minor faults. 

Please note if in any doubt call the service center on: 01284 723834 

 

Caution: NEVER remove the cover to the CCU 

 

In the CCU, you will see other larger switches with a ‘Push To Test Button’. This is a 

Residual Current Device (RCD) switch and is there for your protection. All your electrical 

installation apart from the fridge/freezer is protected by the RCD. Should an earth fault 

occur in any equipment protected in this way, the RCD will trip. Any fault on these circuits 

will result in no power to ALL of the circuits on the respective RCD. Once the fault has 

been cleared you simply turn it back on. 
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¶ Corrective action when your RCD trips out: 

¶ Whilst the RCD is off, turn off each MCB connected to that RCD 

¶ Turn the RCD back on 

¶ Turn on each MCB one by one leaving a few seconds between each 

¶ When the RCD trips out, you have identified which circuit is faulty 

¶ If on a power circuit, turn off every appliance at the socket outlet and remove the 

plug, then reset the RCD 

¶ Plug back in and turn on each appliance in turn leaving a few seconds between 

each 

¶ When the RCD trips out again, you have identified which appliance is faulty 

¶ Do not use the faulty appliance until you have had it replaced or repaired by a 

suitably qualified person. 

¶ If the faulty circuit is on any other circuit and the RCD continues to trip, seek the 

advice of a qualified and competent person. 

 

Gas Services 

The gas service enters your home through your gas meter located outside. The meter and 
supply pipe leading into it belong to National Grid and must not be tampered with in any 
way. The supply can be turned off by the main gas valve from this position.  
 

Any work on the gas installation must only be carried out by ‘GasSafe’ registered 
engineers. 

Gas leaks should be reported to the National Grid (formerly Transco) on 
0800 111 999 

 
If you smell gas: 
 
DO call the National Grid immediately on the above number, turn off the gas supply at the 
meter and open doors and windows. 
 
DO NOT smoke, use naked flames or turn electric switches on or off. 
 

Water Services 

Your home has its own water supply. You have a cold water storage tank in the loft. Each 
incoming supply usually passes through 2 stop valves, one within your property and one 
next to the water meter. Stop valves are provided to turn off the water supply. Please refer 
to the “Locating Equipment“ section at the front of this handbook. 
 

Tips to remember 
If you intend to leave your home for more than a day or two in the winter, you should leave 
the heating set on a low level to avoid freezing. 
 
If there is a risk that pipes are frozen do not run the hot water taps as this will empty the 
hot water cylinder which could then be seriously damaged. 
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Do not allow taps to drip as a dripping tap may stain the bath or basin and could result in 
frozen waste pipes in winter and wastes water (costing you money). 

 
Water Leak 
Ascertain where the leak is coming from. Check the severity of the leak and damage done 
by the water so far. Place a suitable receptacle underneath to prevent any further damage 
by water.  
If water has found its way into any electrical trunking apparatus you should turn off the 
electricity at the consumer unit.  
The cold water supply enters your home via a mains stopcock, which is situated under the 
kitchen sink. It is important that you ensure you are aware of the location of the main 
stopcock in case of a leak. 
 
 
Door entry system and locks 

¶ External doors are fitted with a 5 point locking system. 

¶ To lock the door pull the handle sharply upwards and turn the key clockwise. 

¶ To unlock turn the key anti clockwise. 

Security measures 
You should remember to lock your windows whenever you are out, and we would 
also recommend the following additional measures to keep your home safe when 
you are away: 

¶ Try to make your home look occupied 

¶ Leave lights on in the evening and consider the purchase of an automatic time 
switch to plug into a socket and switch lights on and off at preprogrammed times 

¶ Pack away easily stolen items 

¶ Never leave valuable and easily transportable items, like DVDs or car keys, 
where they can be seen by a potential burglar 

¶ Lock all the doors and windows 

¶ Ensure the main door is closed behind you 

¶ Do not let anyone follow you in through the main door 

¶ If you have an external post box, and if you are away for more than a few days, 
ask a trusted friend to collect your post for you, so your post box does not 
overflow 

¶ Make sure the contents of your home are adequately insured against fire and 
theft. 
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Fire safety 

Do not wait until a fire happens! Read these instructions and find out the 
best way for you and your family to get out of your home. Think now 
about possible escape routes from the different parts of your home 

Advice on fire precautions 

¶ Make sure that the smoke alarms in your home are working 

¶ Doors must be kept clear at all times 

¶ Do not store anything in your hall or corridor, especially anything that will burn 
easily 

¶ Use the fixed heating system installed in your home. If this is not possible, use a 
convector heater, but only in the hall or corridor. Do not use any form of radiant 
heater anywhere in the home - radiant heaters are those with either a flame (gas 
or paraffin), or an element (electric bar fire) 

¶ Use your rooms for their proper purpose only; that is for sleeping, sitting in or 
cooking. Do not use them as workshops or store rooms 

¶ Do not store things in the cupboard where your electricity meter is fitted. This will 
obstruct the fuse/distribution board or meter, and is a fire hazard. 

¶ Do not block access routes to the building 

 

If a fire breaks out in your home 

¶ If you are in the room where the fire is, leave straight away, together with 
anybody else and close the room door 

¶ Tell everybody else in your home about the fire and get everybody to 
leave. 

¶ Close the windows, where safe to do so 

¶ Do not stay behind to try to put the fire out 

¶ Do not use any lift 

¶ Do not use a balcony unless it is part of the escape route from the 
building 

¶ Call the fire brigade! 

¶ If you see or hear of a fire in another part of the building, you must leave 
your home if smoke or heat affects it. If possible, close all doors and 
windows before leaving. Call the fire brigade! 

 
You can get more detailed advice about fire safety from the Fire Service e.g. how 
to deal with a pan fire. www.fireservice.co.uk  
 

Smoke alarms 
All properties are fitted with mains operated smoke detectors, usually fixed on the hall 
ceilings. The detectors have a battery backup in case of mains failure. Detectors should be 
regularly tested in accordance with the manufacturer’s recommendations. If you hear the 
occasional bleeping noise, it means you should fit new batteries. 
Below is a list of hints to prevent smoke detectors being activated accidentally: 

¶ Do not smoke or use aerosols near the smoke detector 

¶ Keep kitchen doors and all other fire doors closed at all times 
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¶ If smoking, keep the windows open 

¶ Do not smoke in the corridors as this will set off the smoke alarms in this area 

How to... 

Doors. 
External doors are fitted with a 5 point locking system. 

¶ To lock the door pull the handle sharply upwards and turn the key clockwise. 

¶ To unlock turn the key anti clockwise. 

Windows 
¶ The unlockable push button handles are emergency egress window. 

¶ These are located in all upper floor bedrooms and are to be used to escape the 
building in the event of an emergency. 

¶ All windows are fitted with child restrictors – please do not disengage. 

¶ Your windows are easy clean and hinged 90o
  

¶ Turn the handle up to the horizontal position to open the window. 

¶ Windows throughout your property are fitted with trickle vents to assist in ventilation 
and should be kept open. 

¶ 2nd floor windows are fitted with fully reversible opening sashes which can be rotated 

180° to ensure the windows can be easily and safely cleaned. 

Operate the heating and thermostats 
Your property is fitted with a Worcester Bosch Greenstar i Condensing boiler, which will 
provide hot water and in turn circulate heating to the radiators in each room via distribution 

pipe work – please refer to your user manual for operating instructions. 
A full user manual is provided in Sections 1 and 2 of this document. 
 

Radiators 
Each radiator except one is fitted with a thermostatic radiator valve set by turning the dial. 
Set the dial to the temperature that will meet the immediate needs of you and your family. 
The thermostat will open or shut-off the radiator by itself. The old fashioned turning on and 
off is no longer necessary. Do not place furniture in front of radiators. 
If the room temperature is not to your liking do not make a judgment by feeling the 
radiator. Just turn the thermostat up a little if the room is too cold, or down a little if the 
room is too hot. 
Note: The surface temperature of a radiator may cause burning if exposed to the skin for 
long periods. 
 

Connect your Cooker 
An electric point and a gas supply has been provided in the kitchen for connection to your 
cooker. Both of these need to be connected by a gas safe qualified engineer or a qualified 
electrician. 
 

Connect your Washing Machine 
A hot and cold water feed and a waste outlet have been provided in the kitchen for 
connection to a washing machine. We strongly advise that you have your washing machine 
installed by a competent and qualified plumber. 
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Connect your telephone 
A British Telecom terminal point is wired ready for the installation of a telephone in the 
under stairs cupboard. The installation is fiber compatible and a double socket is provided 
for the connection of a Wi-Fi router. If you require a telephone service you must apply 
directly, to British Telecom or any other service provider you choose, to become a  
 

Installing your TV 
An aerial point has been provided in the lounge and bedrooms and the aerial cable is left 
coiled up in the roof space. You will be responsible for the aerial installation 
 
Turn on/off water supply (see the utilities section)  
 
Operate the electrics (see the utilities section) 
 

DIY 

Please note that no repairs or other works within or to your home 
should be carried out without the knowledge and prior approval of Iceni 

Homes 

CAUTION: 

A significant number of accidents in the home result from DIY activities. 

Beware of cables and pipes within the wall, never fix directly above or below a switch or 

socket nor either side horizontally to a switch or socket – this is called the “NO FIX” zone 

and is 300 mm wide. Cable and pipe detectors can be bought from most DIY and 

hardware stores and should be used before attempting any fixing. 

If you have any concerns about the work that you want to do, you should 

contact a suitably qualif ied tradesperson.  

 

Fixing to a wall 
Most of the walls in your house are plasterboard. Care needs to be taken when making 

fixings to plasterboard walls. Very light items may be fixed by using adhesives to the 

manufacturer’s instructions but be careful – the bond can be no stronger than the adhesion 

of the paint to the wall and if you decide to remove the item in the future you may damage 

the paintwork or the plasterboard. 

Pictures, if not large, and other small items may be hung on picture hooks, either single or 

double nail types. Heavy pictures and mirrors should not be hung on picture hooks. 

Instead use a special wall plug fixing specifically designed for fixing to plasterboard. The 

special wall plugs are available from hardware and DIY shops. If fixing through wall tiles 

keep the end of the wall plug level with the plaster face and not the face of the tile. 

Fixing to a ceiling 
It is possible to fix items to the ceiling but you should take care not to suspend heavy 

objects from the ceiling. Please see “Building Construction” in the Finishes, Fixtures and 

Fittings section. 
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Carrying out DIY activity such as drilling hammering and sawing can be noisy and 

disturbing. Please be considerate regarding the time of day that you carry out your 

DIY task and alert your neighbors before you start a noisy job whether it is inside or 

outside your home. 

 

 

Blockages 
 

Kitchen Waste Pipes 

If a blockage occurs and the sink is full of water try to remove the blockage by using a 

proprietary sink unblocking product which can be brought at hardware shops and 

supermarkets. With care, you could try pushing a flexible rod down the plughole or by 

using a suction cup plunger to force water up and down the waste pipe. Avoid blockages 

by using a sink waste catcher available from most hardware shops. Do not pour fat or oil 

or large particles of food downs your sink waste as this will block the system and can 

attract rats in the drains. Put all food waste into your bin or food recycling where 

appropriate. Fat and oil (when cool) should be put into an empty tin or milk carton, in your 

bin, rather than down the drain. 

Baths and Basins 

Blockages here are normally caused by a build up of hair and soap and become 

noticeable when the bath or basin starts to drain away more slowly. Unblock and avoid 

blockages as noted under “Kitchen Waste Pipesò. 

 

WC’s 

Never flush disposable nappies, sanitary items, food or similar items down the toilet – 

these can cause a serious blockage which will need to be cleared by a professional drain 

cleaning company for which you will be responsible. 

 

Sanitary ware 

Clean baths, basins and sinks with recommended products to avoid damaging surfaces. 

Do not use scouring or gritty cleaners. Bleach should not be mixed with lavatory powder 

nor allowed to stand in stainless steel sinks. 

Redecorating 
Redecorating can be carried out following the ‘end of defects’ inspection which takes place 

12 months after the property was completed. Following the inspection the contractor 

repairs any defects that are recorded at the inspection (see the ‘Reporting Defects’ 

section). The builder will only repair very large cracks that may form during the first 12 

months. Smaller cracks in plaster or paintwork can be made good with filler prior to 

decorating. 

Helping the environment 
When doing DIY there are some things you can do to help the environment: 
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¶ Use environmentally friendly products and components. Avoid the use of 

products that contain hazardous chemicals and volatile organic compounds 

(VOCs). 

¶ Use timber from sustainable managed sources or reuse or recycle where 

possible. 

¶ Always dispose of waste responsibly. Contact your local authority for advice and 

information about how to dispose of any hazardous materials safely. 

 

Changes and Improvements 

You need permission from the Landlord, Iceni Homes,  
before you make any improvements to this property. 

 
You will also need to request permission from the Planning Department if you want an 
extension on the property. 
 
 

Saving energy, recycling and 

waste  
 
Your home and global warming  

 
Global warming is often mentioned in the news but what is it? 

 

The earth is surrounded by atmosphere, which keeps if at a constant temperature. Certain 

gases released into the atmosphere make it work more like a blanket, trapping heat in. 

These are known as greenhouse gases. There is evidence that the earth is heating faster 

than ever before because we produce too many of these harmful greenhouse gases. For 

example, the nine warmest summers in the UK since records began have occurred in the 

last ten years. 

 

Carbon dioxide (CO2) is the most harmful of the greenhouse gases and almost half of the 

UK’s CO2 actually comes from the things we do every day. Surprisingly, we produce more 

of it in our homes than when we drive! In 2004, 24% of the UK’s total CO2 emissions came 

from energy we use to heat, light and power our homes. As well as saving the earth, it is 

estimated that the average household could also save £300 a year in energy bills by being 

more energy efficient. 

Heat your home for less 

A few simple steps could result in your home costing less to heat, as well as 

producing less harmful CO2 emissions. 

¶ Turning your thermostat down by 1°C can cut more than 10 percent from the average 

central heating bill 

¶ Close your curtains at night and make sure they are tucked behind the radiators (save 

£15 a year) 
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¶ Close windows when the heating is on – but remember to leave vents open to prevent 

condensation 

¶ Wear warm clothes when indoors during winter months 

¶ If you have gas central heating use it for your hot water in summer and winter, as it is 

generally cheaper than using an electric immersion heater 

¶ Set heating controls so that your property is not heating when you are going out for long 

periods of time 

¶ If you have adjustable radiator valves, turn them down (but not off) in rooms not in use 

¶ If you have a gas boiler, make sure it is serviced annually. An efficient boiler is a 

cheaper boiler to run. 

Please do not remove loft insulation to accommodate additional storage -your loft 

has been insulated in accordance with Government Guidelines and to ensure 

maximum efficiency 

 

Lighten your bills when you light your home 

In most homes, lighting accounts for around 10 to 15 percent of an electricity bill. If 

everyone in the UK installed one energy saving light bulb, we’d save enough harmful CO2 

to fill the Albert Hall nearly 2,000 times! 

¶ Energy saving light bulbs use 70 percent less energy than normal light bulbs but 

are just as bright 

¶ Switching from a standard bulb to an energy saving bulb can reduce your 

electricity bill by up to £9 a year 

¶ Remember to turn the lights off when you leave a room – no matter what kind of 

bulb you have – this can save you £7.50 a year. 

Use your kettle to stop your bills boiling over 

You can help save energy in many ways around the home .... even when making yourself 

a cup of tea, coffee or soup! It’s easy to use your kettle efficiently and save money. 

¶ Only put as much water as you need when boiling the kettle but always cover the 

element. 

¶ Remove lime scale in your kettle by leaving in a cup of vinegar overnight. Kettle 

elements coated in lime scale use more energy. Remember to wash the vinegar 

out before the next use! 

¶ Use the kettle for boiling water instead of heating a pan on the stove. This is 

more efficient and saves time. 

Your fridge and freezer – cool ways to save 

If you don’t look after your fridge and freezer with regular maintenance, they can 

begin to work less efficiently, using more energy and become more costly to run. Just a 

little regular care can result in savings. 

¶ Keep your fridge/freezer at the correct temperature. This is 2°C to 3°C for a 

fridge and - 15°C for a freezer. 

¶ Make sure the door seal works properly. If your fridge builds up frost too quickly 

then the door seal could be faulty 
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¶ Allow air to circulate behind your fridge and clear ‘fuzz’ off the piping at the back 

¶ Don’t leave the door open for longer than necessary as cold air escapes. Each 

minute the door is open it takes three minutes of energy to cool down again 

¶ If your fridge or freezer is not full then putting newspaper and carrier bags in the 

gap saves money by reducing the air space needed to keep cool. 

 

A fresh approach to saving water 

Here in the UK, the issue of water is becoming a really important issue. As our weather 

has become warmer our underground reserves of water have started to dry up. It’s now 

important that we learn to respect the way in which we use water every day. 

 

Refer to the mechanical & electrical appliances section for details of the fittings in your 

home. 

¶ If your toilet has a dual flush use the low flush wherever possible. If it doesn’t, fit 

a ‘save a flush’ bag in your toilet cistern. You could save as much as 2,000 litres 

per person per year 

¶ Turn off the tap when you brush your teeth 

¶ If you have a water butt in your garden to collect rainwater, use it for washing your 

car and watering your plants in the evening to prevent evaporation 

¶ Taking a five minute shower uses 60 percent less water than bathing but power 

showers can use as much as a bath! 

¶ If you have a hot water tank, set the cylinder thermostat at 60°C/140°F. This is 

fine for bathing and washing and could save you up to £10 a year 

¶ Turn off dripping taps – or get them repaired. If you leave a tap dripping it will 

produce enough water to fill half a bath every week 

¶ Wash your car by hand – it saves water compared to using a hosepipe 

¶ Check for water leaks and if you find one report this to Southern Housing Group 

(see section on reporting defects). 

 

Wash your way to savings 

Washing and drying your clothes can be a costly business – but it needn’t be. A few 

seconds of preparation could help you save energy and money when you do your laundry. 

¶ Modern washing powders and liquids work just as well at lower temperatures. 

Washing at 40°C will use a third less electricity 

¶ Run the washing machine with full loads 

¶ Let clothes dry naturally if possible. 

 

Say goodbye to standby! 

How many of us leave appliances plugged in all the time? If chargers for devices such as 

mobile phones, laptops and MP3 payers were unplugged when not in use, the UK could 

save enough electricity each year to power 115,000 homes! 

¶ Almost a billion pounds worth of electricity is wasted in the UK every year by 

people leaving appliances on standby 

¶ Don’t leave appliances on standby or on charge unnecessarily. Once they are 

fully charged or not in use switch them off. 
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Look for the logo and lower your bills 

An easy way to ensure you save energy when you buy new appliances 

is to look for the energy saving recommended logo. You’ll find it on a 

wide range of products. 

 

¶ The EU energy label rates products from A+ (the most 

efficient/least energy used), down to G (the least 

efficient/most energy used) 

¶ By law the label must be shown on all refrigeration and laundry 

appliances, dishwashers, electric ovens and light bulb 

packaging 

¶ An energy saving washing machine needs two-thirds of the 

energy of an old inefficient model 

¶ An ‘A’ rated washing machine will cost less than seven pence 

worth of electricity per cycle (if you use the economy cycle 

recommended by the manufacturer) and save on the amount 

of water used. 

 

 

For further advice on any of the energy saving tips in this section, or for 

a FREE home energy check based on your home, please visit 

www.energysavingstrust.org.uk/myhome 

or call 0800 512012 

 
 

Recycling and Waste 

In the Introduction to this manual – under the section on ‘Initial utilities contact information’ 

- we have provided details of the refuse and recycling collections operated by the local 

authority. 
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Certificates and guarantees checklist 

 

Certificates

  
tick if completed / 

enclosed 

GasSafe Installation Certificate 1' 

Domestic Electrical Installation Certificate 1' 

Energy Performance Certificate 1' 

Guarantee registration certificates 

Boiler Commissioning Certificate 1' 
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WE HOPE YOU WILL BE HAPPY IN 
YOUR HOME 
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