APARTMENT MANUAL

Avoid Charges – Learn how to fix things – Learn how to report things you can’t fix, and more!
For Kresge and Redwood Grove
(a.k.a. The Bathroom Reader or How to Take Care of Your New Home)
KEEP THIS UNTIL THE END OF THE SCHOOL YEAR
YOU WILL NEED IT THEN
For most of you this will be the first time you have lived on your own.  This instruction booklet is designed to give you practical information about your apartment.  In it you will find instructions on how to deal with maintenance issues, and emergencies such as, toilet overflows, flooding, rats, fire sprinklers and smoke alarms, how to change your vacuum bag, etc. . . . You will also learn how to get broken things fixed and how to avoid charges. You will find out whether it’s OK to put nails in your wall, move furniture, etc. It is important that you read this booklet carefully and in its ENTIRETY! Please leave this booklet on the back of your toilet or another safe place so you can refer to it throughout the year. 

Quick Reference:

Repairs in general ……………………………… SEE BELOW

Maintenance Emergencies……………………... Page 2

General –Notes about Maintenance (Includes info about door locks, plumbing clogs, mildew, rats, and so much more!) ……………………...…………….. Page 2
Decorating Your Apartment (what is allowed)…. Page 5
Recycling…………………..……………………. Page 5 

Keeping Your Apartment Clean……………….... Page 6

How to Empty your Vacuum Bag……………….. Page 6
How to Avoid Damage Charges…………………. Page 7

FOR ALL REPAIRS:
Put all work or maintenance requests in at fixit.ucsc.edu.
Make sure you submit a SEPARATE ticket for EACH problem (if you are writing “also” or “and” it should most likely go on a separate ticket).  Please fill the form out carefully, as it helps us determine which parts and tools to bring.  Please submit a fixit ticket even if you have already reported your problem as an emergency.
Most problems are dealt with the same or next working day! Often, fixit.ucsc.edu is the fastest way to reach us, as we check it several times a day (the exception being the very beginning and end of the academic year).
Please put your work orders in as soon as you notice a problem (don’t wait all week and then decide to put a bunch of work orders in on Friday evening, for instance . . . it makes us sad . . . it’s a weekend for us also). As mentioned above, sometimes waiting can lead to charges.

HOW TO DEAL WITH MAINTENANCE EMERGENCIES!
Note: This is for a non-911, maintenance-type emergency such as flooding from a toilet or water coming up out of your drain (but if you read below you will learn how to handle each one of these so that they are no longer “emergencies”) 

We work M–F 8 am–4:30 pm. For a maintenance emergency from 7 pm–3 am, contact the CSO (459-2100).  If the maintenance emergency occurs at any other time, call 459-2345 (campus dispatch). 

· WATER COMING UP OUT OF THE DRAIN: This is a very serious problem and you are most likely on the bottom floor. If you see water coming up from the drain of a sink and you are not running any water, it means the MAIN sewage line is clogged and the upstairs STACKED plumbing is backing up in to your apartment. The first step is to run to any apartments that are DIRECTLY upstairs and ask them to stop using their sink until maintenance can attend to the problem. If it is the kitchen sink that is backing up, it is OK to use the bathroom sinks, and vice versa in the meantime. The kitchen and bathroom sinks are NOT stacked above one another.

· IF YOUR TOILET OVERFLOWS: If you find your toilet overflowing there are two ways to stop the water. The fastest way is to take off the lid of the tank and quickly but GENTLY lift the lever that connects to the ball or cylindrical float. Don’t worry — the water in the tank is just tap water. Recently we have had problems with people twisting the float lever in the tank, which is very bad (it will create a small unstoppable geyser). Remember, just lift gently. Another way to stop the flow of water is to shut it off at the source. The water shut off valve is to the lower left of the toilet, reach down quickly and shut it off . . . it may be very tight, but turn it clockwise. As a side note, both of your sinks also have shut-off valves (one for hot and one for cold). 

· SMOKE ALARMS: Don’t mess with them!!!! If they go off, it is usually a spiderweb that the alarm reads as smoke; put in a work request and we will fix this ASAP. The alarms are hardwired to the fire department, and do not have batteries. If you mess with them it could cost you money — so leave them alone!

· FIRE SPRINKLERS: These are the little star-looking metal thingies on your ceilings. These devices usually contain a fragile glass vial (or soft metal) that can be easily broken and do thousands of dollars of water damage very quickly. Do not touch or hang anything from or around your sprinkler. If you break one of these, the fire department will already be en route.

· DRAIN PIPE LEAKS: If your drain pipes are leaking under your sink, please put a bucket under it and put in a work request as described below. We will prioritize this as urgent the next working day and get to it right away.
SOME IMPORTANT MAINTENANCE NOTES

(In absolutely no particular order!)

· BASICALLY AND MOST IMPORTANTLY: Try to think of the apartment as your own. If something goes wrong, stop and ask yourself, “What would I do if I owned this place (and had free maintenance)”?
· PLUNGER: Your plunger is for your toilet and/or your kitchen sink ONLY. Using the plunger in your bathroom sink, tub, or shower tends to push the clog deeper and make it much more difficult to clear.
· MOLD AND MILDEW: Mold does not bother everyone, but some people have sensitivities to it.  Kresge apartments are particularly susceptible to mold and mildew due to the lack of insulated windows, however there are some things you can do to help.  Windows and doors can be left open while people are home, and fans should be left on in the bathrooms for several minutes after showering.  Please remember that YOU are responsible for cleaning the mold in your apartment unless mold has been caused by a leak.  This year we are including a mold and mildew cleaner with your cleaning supplies.  We recommend regularly cleaning window frames, bathroom walls, ceilings, and shower curtains.
· SHOWER CURTAINS: Each apartment is issued one shower curtain for the academic year. If your shower curtain should become moldy during the year, we encourage you to wash it in the washing machines. Shower curtains should be washed in cold water only (they actually contain a mildicide that will wash out in hot water) and with bleach.
· CURTAINS: Don’t trap them against your window! If you do, the curtains will get mildew on them, which is difficult to clean, and you will be charged for curtain repair or replacement. Please do not take your curtains down; they tend to get very rumpled and often get damaged and there is a charge if they are not in place at the end of the year. 
· CLOGS: Please do not try to fix your own clog in a bathroom sink, shower or bathtub. If the drain starts to get slow, put it in a repair request. We do not want you using chemical drain cleaning products, because they are dangerous to you, the environment and the pipes. However, feel free to plunge away at those kitchen (but not bathroom) sink and toilet clogs.

· DOORKNOBS: If your interior doorknob feels loose in the door, it needs to be reported right away, as this can lead to a serious problem wherein you could wind up locked in or out of your room or house.  You can be charged for not reporting this as it can become very expensive very quickly, but it takes just minutes to repair. 
· EXTERIOR DOOR LOCKS: Lock the exterior door by just pressing the button on the way out.  Buildings J & K and Redwood Grove doors lock automatically.  
· NEW EXTERIOR LOCKS AT KRESGE: Some of Kresge has transitioned to new locks.  If you live at Kresge and your exterior door lock has no push button (on the inside) your door will lock automatically when closed… always bring your key.
· REDWOOD GROVE ONITY LOCKS: If you live at Redwood Grove you have a card lock.  We have had very little trouble with these locks with the following exception.  If you begin to find that yours and your housemates cards occasionally give flashing red and green lights it means the batteries in the lock are running low.  Please place a fixit request right away before the batteries run out.  If the light is only flashing red and green for one person in the apartment, that person may have a problem with their card key.  
· INTERIOR DOOR LOCKS must be locked and unlocked with the room key or from the inside using the push button.  Be careful you don’t lock yourself out on the way to the bathroom at night.  
· KEYS: Contact the Housing Office for keys if you lose them, the replacement charge for every key can be as high as $125 or more.
· RATS AND MICE: There are rats and mice all around us and you may even see them outside.  We work hard to make your apartment rat proof. If you leave your door open, small animals will almost certainly come in. Once in, they can do a tremendous amount of damage — particularly trying to get out. Please don't leave your door open at night or even in the day unless you are sitting right there, YOU will be charged for rat damage if you do not report a rat intrusion. 
· STORM DRAINS: Please don’t dump anything into these drains. All outdoor drains flow into Moore Creek, which is not a sewage treatment plant. Some of the water flows into the fountain first and makes it funky. All small bodies of water, including mop water, should be poured into the toilet — but make sure it is debris free!

· COLORED FLYERS: Make sure those flyers don’t get wet and lay around on the wood furniture, Formica or Corian. An expensive stain may result. 

· FUTONS: Futon frames are fragile and expensive . . . please treat them gently.

· BEDS: Do not disassemble your bed. The beds may look simple, but it can often take an hour or more to reassemble, and parts tend to get lost. There is a $100 charge for disassembled beds at the end of the year. Also, moving your bed to another room is highly discouraged, as you will be charged if it is not returned to its original location.
· TAGGING: If you are a tagger, please stop (you are in college now), or apply for space with our Mural Committee! If you see tagging, please report it right away. There is not enough room in this flyer to cover the ethics of tagging, but I (Ian, the maintenance guy) would love to chat with you about it. There is also a documentary made by a Kresge student several years ago still available on YouTube. Search UCSC, campus and graffiti and you can watch me voice my opinion. In either case tags will be removed at a cost to the college. Tags are cleaned up or painted over by student workers or the maintenance department. We do this job because we love the work (not for the pay, that’s for sure); please help make our job simpler by not tagging.

· BLINKING LIGHTS: The good news about compact fluorescent bulbs is they save a lot of energy. The bad news is that when a bulb starts to go out, it blinks. Put in a work request if that happens, and we will install a new one. However, please don't throw away the old bulbs, as we need to properly dispose of them.

· FEMININE PRODUCTS: Tampons and their containers are NOT flushable.
· THE SUITE HEATING SYSTEM (your building has sliding glass doors at Kresge Proper): The heat in the suites is controlled from the UCSC Heat Plant through a boiler computer program that heats water which, in turn, heats your apartment. The boiler has specific hours of operation (5–11 am; 4 pm–2 am) AND will turn on if the air temperature outside drops below a certain point. 

· COMPUTER NETWORK PROBLEMS: Kresge maintenance does not service network issues, but we do repair physically broken jacks in your room. For computer network questions, call 459-4638 or e-mail resnet@ucsc.edu. 
· WASHERS AND DRYERS: Kresge maintenance does not service the washers or dryers in the laundry room. If you are experiencing problems, please call WEB at 1-800-824-7780. Be sure to write down the number on the machine you are having problems with, because they will need that information.
· CIGARETTES:  The entire UC system is now smoke and tobacco free.  Smoking any form of tobacco is no longer allowed on campus.  
When you check in, you will find a Room Condition Report (RCR). Make sure it is accurate, because you will be billed for any inventory missing at the end of the year, as well as any damages not noted on the inventory form. After you note any damages on your RCR, turn your sheet it in to your community assistant (CA) or the Kresge Housing and Student Life Office. These forms are NOT work requests. If you need something repaired, go to http://fixit.ucsc.edu. 

When you move in, everything in your apartment should be in good working condition. If you see anything that may have been overlooked, be sure to notify the Kresge/Grove Maintenance Office via a work request. Anything that is not reported when you first notice it is your responsibility. If you notice a problem such as a leak and it is not reported, YOU are responsible for any damage it causes. Some examples: If a leaking refrigerator damages the carpet in the living room, you would be held responsible for the water damage because of your failure to report it. If you see a rat in your apartment and don’t report it immediately, you will be charged for any damage done by the rat. Your lock is loose and you don’t report it, it jams and you get locked in or out of your room, you will be charged for the damage done getting the door open. Look at it this way: if you tell us about a maintenance problem and it goes on to damage something else, we are responsible because you already told us and we didn’t fix it.
DECORATING YOUR APARTMENT
The basic common sense rule with decorating is to avoid doing things that will damage the apartment. Of course, you will want to put things up on your wall. We are fairly liberal about the walls; we will not charge you for pinholes or a moderate use of nails on the walls. The doors and ceilings are a different matter. You will be charged for all damage to the doors and ceilings — even pinholes!

Our strong preference is that you use thumbtacks only on the walls whenever possible. Tape tends to take the paint off the walls and doors. DO NOT USE DOUBLE BACK or MOUNTING TAPE for anything, as it will damage the wall when removed and you will be charged for it. You may not hang shelves on your bedroom walls. You may not build anything additional into your apartment or remodel it in any way, including freestanding lofts. Additional furniture is okay as long as it does not create a fire or health hazard and your apartment mates approve. 

•
Please do not put stickers up anywhere.

•
Please do not paint walls or ceilings.

•
Please do not decorate the front door excessively. Your door number must always be visible for emergency personal to be able to locate your apartment. 

•
Please do not hang anything on the outside of your building.

• 
Don’t staple anywhere — use pushpins.
COLLEGE FURNITURE INVENTORY 

The inventory allocations to apartments are standardized. You and your apartment mates are collectively responsible for the total inventory of the apartment. This applies to any apartment you may have lived in at anytime during the year. The college conducts an inventory count before the year begins, but you have an opportunity before classes start to check the college count and let us know if there is a discrepancy. After October 1, the college count and condition information will hold even if you have not checked the count. If you think something is missing from your apartment, submit a request.

REARRANGING AND MOVING FURNITURE 

University inventory items may not be moved between apartments.  We cannot store apartment furniture we simply do not have the space. You are welcome to rearrange trade and organize furniture as you wish within your apartment as long as these guidelines are followed and all apartment mates concerned agree to the project:
•
Do not move your bed.  Many rooms are tight and have been set up in order to give you access to a window in the event of a fire.

•
Any room that will receive a new occupant must contain the original standard furniture allocation.

•
All large furniture (dressers, desks, lounge chairs) must be put back in its original room when you move out. Do not disassemble your lofted bed or the beds! Even though they may not look it, they are very tricky to put back together. 

•
University furniture must remain inside apartments at all times. Moving furniture outside can result in weather damage. Bring your own beach chair for the deck.
RECYCLING (btw…This document is printed on 100% recycled paper)
PAPER, PLASTIC, CANS AND BOTTLES: Recycling is very worthwhile, but it takes a small amount of effort and attention to detail.  Not paying attention to detail can actually be worse for the environment than if you threw the recyclable in the trash!  ( Read this twice!  Ask yourself this…are you really an environmentalist or are you a poser?  As you may have noticed, we have supplied you with one or two recycling containers inside your apartment. As you fill them up, please take them to the nearest recycling bins to your apartment. You may be from another area where the recycling process is handled differently from how it is done here. Please take the time to read which items are accepted and which are not (see below)!  Information about what does and doesn’t recycle is posted on top of the bins. UCSC is now duel stream recycling, which means cans, bottles, plastic and metal, all go in one bin whilst paper and paper products go in another. Please rinse all bottles and cans, as it helps keep the rodents at bay.

Items that can not be recycled and should be thrown away
Glass: Incandescent light bulbs, mirrors, plate glass and ceramics, broken glasses

Paper: Tissues (Kleenex), paper plates, cups, paper towels, food wrappers, waxy paper, wax paper milk cartons, and soy milk cartons.
Cardboard: Food-contaminated (pizza boxes), milk, soymilk and other waxed boxes/containers

Plastic: Compostable plastic, black microwavable trays, single plastic shopping bags (these can be stuffed in to one another to make a big ball which is recyclable).

CARDBOARD: Cardboard can be put into the four 'cardboard only' dumpsters. One is by the Co-op, one is behind Town Hall / Kresge Cafe, one is located in the Redwood Grove parking lot between R-15 and R-16, and the last is at the Porter End of building J. Paperboard, which includes cereal boxes, egg cartons, and toilet paper roll tubes, as well as brown paper grocery bags, can also be recycled with cardboard. Please break down cardboard boxes before being placed into cardboard dumpsters even if the dumpster is empty.   Milk, juice and soymilk cartons are NOT recyclable.

It is against California State law to throw batteries, chemicals or electronic waste in the trash. 

ELECTRONIC WASTE (NEW LOCATION! : Old or broken electronic items such as computers, stereos, microwaves, etc… need to be dropped off in the E-Waste drop off located to the left of the rainbow arch on the way up the steps to the Kresge computer lab.  We have a small E-Waste area this year, and very large items should be brought to the Kresge Maintenance shop that is behind and under R-11.
COMPOST: Around the beginning of November you can request a compost bucket along with instructions on how to use it (fixit.ucsc.edu under “request”). Your old food can help make healthy soil for the Kresge Garden!  Do NOT leave your compost buckets outside for more than a few hours or critters will spread it out everywhere, and you will be responsible for the cleanup.
BATTERIES, INK CARTRAGES, CELL PHONES (and small electronics), CD’s, and PACKING PEANUTS: These items can all be recycled in the Kresge mailroom “Multibin” where there are containers labeled for each item.  Redwood Grove has a Multibin in the lounge at R-1413.
DO NOT THROW FURNITURE IN THE DUMPSTER. Furniture needs to be taken to the dump. If you witness an illegal dump, please take a description and license plate and call the police (please do not attempt to deal with the problem yourself). Illegal dumping is becoming more and more of a problem and it costs Kresge—and indirectly, you!
KEEPING IT CLEAN 

We believe clean, well-maintained community spaces will add to your comfort and enjoyment in living here, and we hope you will take pride in your community. Cleaning your apartment is another area of joint responsibility among you and your apartment mates. Kresge provides no custodial service at any time of the year. Your CA will assist you with the Apartment Living Agreement which, among other things, addresses joint cleaning responsibilities. Continued failure to maintain an apartment at an acceptably clean standard, as determined by the college, may result in fines and/or termination of the residence contract.

Cleaning Supplies: Each apartment comes with a vacuum cleaner, broom, dustpan, mop, bucket, toilet brush and plunger. Orange Clean or Simple Green or some other colored cleaning product, which are all-purpose cleaners, and Comet or Ajax are provided at the beginning of the school year. If you need a special cleaner or need advice, create a request at http://fixit.ucsc.edu.

Vacuums: Your apartment is supplied with a Eureka or Sanitaire vacuum (exception: Kresge J and K). These vacuums are self-contained and do NOT require a bag change when they are full but they need to be emptied (see below for instructions on how to do this). I’ll be the first to admit these vacuums don’t look very fancy, but they are commercial grade vacuums and they work great! Usually you will want to set the “Dial-A-Nap” to its lowest or second to lowest setting. If your vacuum belt breaks, or your vacuum is not in good working order please put in a work request. 

How to Empty Your Vacuum Bag: Slide the top of the bag from the solid metal clip (it only slides off one way; the other side is blocked). Lay the bag out on the floor. Once the bag is down, you should see a clip/lever at the base of the bag. Push this counterclockwise until the bag unclips. Notice that there is a tab on the bottom of the bag that goes in to a metal slot on the vacuum. You will need to make sure the tab goes in the slot before replacing the bag. You can now take the bag out to the dumpster and empty it from the top. You might also want to stick your hand in the dusty bottom and pull out any hair and gunk. You have now successfully dumped your vacuum bag. Congratulations! Just follow the sequence in reverse to reinstall the bag. 
Outside Decks: Residents must maintain their deck areas in a clean and safe manner. In many cases the front deck areas are fire routes. Storage, trashing and littering of decks can result in a fine. And whatever you do, don’t barbecue on the decks. It can lead to a charge well over $1,000.
Household Garbage: Residents must carry garbage to the nearest dumpster. Do not put household garbage in the college trash bins or the recycling bins. Do not allow garbage or recycling material to accumulate in your apartment or on your deck. A bag of garbage left outside overnight will very likely be spread all over by animals, and you will be responsible for cleaning it up.

AVOIDING DAMAGE (AND BILLS)
CANDLES, INCENSE & HOOKAHS are not allowed at UCSC.  Your household will be fined at least $50 for each and every individual wax stain or burn at the end of the year.  This amount can add up very quickly. 

THE FLOORS AND COUNTERS in the apartments are damaged if hot objects are placed directly on top of them (e.g., irons, candles and cookware). These items are very expensive to replace, and a fire could result. Please be careful — use trivets or other products designed to place hot objects upon. 
The best way to avoid CARPET STAINS is to clean up spills immediately. Maintenance has carpet cleaning products if you should need them.
DO NOT TRY TO PATCH YOUR OWN HOLES.  You will most likely do MORE damage to your apartment if you attempt to repair holes by yourself (and you will be appropriately charged).  As mentioned above you are allowed some pinholes and we have the proper equipment, skills, and matching paint color to do the patching correctly.
FIRES ARE PROHIBITED at Kresge College and all over UCSC. Because of fire and damage concerns, no combustible BBQs or grills are permitted at Kresge. This ban includes propane camping stoves and gas or charcoal grills. If grills or BBQs are seen being used at Kresge, they will extinguished immediately. Further, lighter fluid or any other flammable liquids may not be stored in the residences. If you would like to hold an event that uses one of the college gas grills, please contact the College Programs Office, 459- 3925, at least one week prior to your event.
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